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Executive Summary

Background

The Caltrans Division of Safety and Management Services oversees the safety of Caltrans
employees through the safety program administered by the Office of Health and Safety (OHS).
OHS is interested in investigating ways to improve its safety program, with a particular interest
in organizational structure, roles and responsibilities for program administration, processes and
procedures, and effective communication strategies.

To assist OHS in its evaluation of current practices, CTC & Associates conducted a survey of
state departments of transportation (DOTs) and selected California state agencies. Results of a
literature search supplemented survey findings.

Summary of Findings

Online surveys that gathered information about the administration of safety and health programs
received responses from 20 state DOTs and two California state agencies (California
Department of Forestry and Fire Protection (CAL FIRE) and California Department of
Corrections and Rehabilitation). Survey results are summarized in the topic areas below. Page
number references following each topic area indicate where detailed information about the topic
is available in the Detailed Findings section of this report.

Program Oversight and Administration (see page 9)

Respondents were asked to describe the oversight body responsible for coordinating their
agencies’ safety program, and the department or division in the agency responsible for
administering the program. Survey responses indicated no standard practice, with oversight and
administration of respondent programs falling into five functional areas:

¢ Departmental/divisional administration.

e Human resources/personnel management.
¢ Maintenance and operations.

¢ Risk management.

o Safety.

The table that begins on page 10 describes how each oversight body fits into the larger
organization.

Roles and Responsibilities for Ensuring Compliance (see page 11)

All but one of the responding agencies reported a decentralized structure of the roles and
responsibilities for ensuring compliance with the safety program. Many agencies employ
dedicated safety consultants, officers or specialists in each district or region, while others rely on
nondedicated safety staff to ensure compliance with the safety program.

The tables that begin on page 11 summarize the safety-related staff positions reported by

respondents and describe the roles and responsibilities of these individuals in two staffing
categories:
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o Safety consultants, officers or specialists.

e Administrators, committees, engineers or supervisors.

Communication Practices

Communication Methods (see page 15)

The survey asked respondents about the use of some common communication methods to
share information about the safety and health program with employees. All respondents use the
agency web site, and all but one respondent reported the use of email to disseminate program
information. Periodic safety meetings, special events (for example, an annual training day), and
tailgate/toolbox talks or meetings are also used to encourage staff engagement. Respondents
are least likely to communicate via newsletter.

Safety Meetings (see page 17)

All responding agencies hold safety meetings that are attended by central office and
program/district/region office staff members. Almost two-thirds of respondents hold monthly
meetings, and two state DOTs—Florida and Texas—hold monthly, quarterly and annual safety
meetings.

Safety Manuals (see page 18)

Respondents indicated no consensus when asked how often their agencies distributed an
agencywide safety manual to all employees, though almost half of respondents distribute the
manual after an update.

Though the survey did not specifically address it, several respondents reported on the
frequency of their safety manual’s review and update. Florida DOT conducts a mandated review
and update of the manual every two years in addition to pen-and-ink changes made during
nonmandated review periods. lllinois DOT conducts an annual review and updates its manual at
least every five years, while Pennsylvania DOT is moving to an annual review and update of its
safety manual. Other agencies provide a safety manual to new employees (Louisiana
Department of Transportation and Development and Texas DOT) or require all employees to
sign and date a form after reading the manual (South Dakota DOT).

Communication Challenges (see page 20)

When asked about any challenges their agencies have experienced—and possibly overcome—
in communicating the importance of adherence to the safety program, respondents reported a
range of issues, from changing an entrenched culture to striving for consistency across regions
with differing local conditions.

Related Resources (see page 21)

This section of the report provides citations for the safety manuals and other communications-
related publications provided by respondents or identified in a literature search for publicly
available documents.
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Tracking Safety Compliance

Agencies use a variety of tools and methods to track safety-related compliance. Initial survey
responses provided limited information about the online systems used to track training and other
aspects of the safety program. A follow-up survey sought more detailed information about these
systems.

Online Systems in Detail (see page 25)

Three respondents described commercial off-the-shelf products that have been customized for
agency use:

e CAL FIRE uses TargetSolutions to track training at a cost of $75 per user (initial and
ongoing annual maintenance costs).

o Kentucky Transportation Cabinet's Kentucky Enterprise Learning Management System
(KELMS) is used to track “employee development opportunities.”

o Georgia DOT’s SafeTrack, which operates on an Oracle Business Intelligence platform,
tracks injuries and crashes.

The systems varied widely in their functionality, with SafeTrack offering the greatest number of
features and functions. The CAL FIRE respondent indicated the highest level of satisfaction with
the online system (“extremely satisfied”); the Georgia and Kentucky respondents reported lower
levels of satisfaction (3 and 2, respectively, on a scale of 1 = not at all satisfied to 5 = extremely
satisfied).

Other Online Systems, Databases and Software (see page 26)

Other respondents provided more limited information about online systems, databases and
software used to administer their safety and health programs. Among them:

¢ Florida DOT'’s Industrial Safety Information Management System (ISIMS) is used to
record injuries/illnesses and crashes/incidents involving agency employees.

¢ Montana DOT’s iAuditor is a mobile application used by safety consults to document
inspection activities.

e South Carolina DOT’s Risk Management Information System (RMIS) is used to track the
status of each DOT vehicle or equipment accident, including any corrective actions
imposed upon agency drivers.

Other Tools and Methods (see page 27)

Additional tools and methods that respondents reported using to track safety compliance include
data (statistics, activity reports, and inspection and observation cards); forms (completed after
monthly safety meetings or to capture adherence with policy requirements); safety meetings and
audits; and training (databases, software and learning management systems that track
employee training).

Documenting Safety Processes (see page 29)

Most responding agencies document safety processes through safety manuals and agency
policies and procedures. Other documentation practices include job hazard/job safety analyses
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(Georgia, North Dakota and Utah DOTs) and safety and risk management administrative
directives (New Mexico DOT).

Encouraging Staff Engagement (see page 31)

Respondents were asked to describe the policies or practices that have proved to be effective in
creating active interest, participation and accountability among staff members with regard to the
safety program. They reported on award or recognition programs (New Mexico DOT’s annual
safety award program and Ohio DOT’s quarterly Safe Performance Program), special events
(Oregon DOT'’s annual Safety Break), and committees or work groups (Florida DOT’s
Innovators! teams and Utah DOT’s ROADS (Recognizing, Observing and Achieving Department
Safety) committees). Other agencies focus on safety as a shared responsibility.

Safety Program Direction (see page 35)
Some safety programs are just beginning to be formalized or are under review:

o Alabama DOT'’s overall safety program is just beginning to evolve into a formalized
departmentwide program. The respondent noted that the more formalized program can
be administered “across the department with consistent focus and compliance.”

o Connecticut DOT is reviewing its safety program “for effective and appropriate structure.”

¢ Idaho Transportation Department is currently developing “a more formalized safety
plan.”

Other Safety Program Resources (see page 35)

Two respondents provided procedural documents and forms used to administer their safety and
health programs:

¢ In Kentucky, the Employee Safety and Health Branch of the Office of Human Resources
Management recently developed and implemented new procedures and forms for
reporting health and safety issues. The respondent provided a sampling of these forms.

¢ The New Mexico DOT respondent provided a sampling of the agency’s safety and health
directives and policies.

Note: The next two sections of this Preliminary Investigation summarize survey responses to
questions posed only to California state agencies.

Administering an Injury and lliness Prevention Program (see page 37)

The California state agencies surveyed for this project were asked about administration of the
agencies’ Injury and lliness Prevention Program (IIPP).Title 8, Section 3203 of the California
Code of Regulations requires every employer to develop and implement an effective IIPP.

Only the CAL FIRE respondent reported on a formalized |IPP, noting that each region and unit
safety officer inspects the IIPP annually to ensure [IPP-7 forms are signed (this form confirms
an employee’s review of the plan). Training is required annually and documented using the
[IPP-7 form. By customizing the IIPP Guide for Managers and Supervisors (lIPP-1) template, a
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written program is created for each facility or workplace. A copy of the IIPP is maintained at
each worksite.

California Department of Corrections and Rehabilitation (CDCR) does not currently maintain a
formal IIPP but is developing an IIPP and a centralized safety program.

Training Practices (see page 38)

CAL FIRE hosts periodic workshops and conducts annual training for its employees. In-house
in-person classes are offered in conjunction with annual safety conferences and new employee
orientation. CDCR conducts annual emergency procedures training for all staff; some individual
institutions may provide more frequent general training. Specific safety training (for example,
vehicle operation) is conducted at individual institutions. CDCR offers in-house in-person and
train the trainer classes, as well as new employee orientation.

Gaps in Findings

Two of the surveys conducted for this project received a limited response. Of the seven
California state agencies surveyed, only two responded, and one of these agencies (CDCR) is
just beginning to formalize a centralized safety program. A follow-up survey distributed to the 20
state DOTs and two state agencies responding to the initial survey also garnered little feedback,
with only three of the six agencies responding providing details about online systems. Continued
efforts to engage with survey respondents or with other California state agencies could yield
findings of interest to Caltrans.

Next Steps

Moving forward, Caltrans could consider:

¢ Reviewing the organizational structures reported by survey respondents to identify
agencies with structures of interest to Caltrans. Follow-up contacts with these agencies
could gather information about the advantages and disadvantages of these
organizational structures.

¢ Examining in detail respondents’ safety manuals and related publications to learn more
about agency practices, policies and procedures.

¢ Identifying the practices used by respondents to communicate with employees,
document safety processes and encourage staff engagement that might be appropriate
for use within Caltrans. These practices include:

o Utah DOT'’s observation cards.
o Job hazard and safety analyses used by Georgia, North Dakota and Utah DOTs.

o Special events, such as Oregon DOT’s annual Safety Break, North Dakota
DOT’s annual training day and Pennsylvania DOT’s Safety Stand-Down Days.

o The tailgate/toolbox meetings or talks used by Connecticut, Florida, Ohio and
South Carolina DOTs to engage with staff in the field.

o Award or recognition programs such as the established programs supported by
New Mexico and Ohio DOTs, and the program in development by South Carolina
DOT.
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o Special committees such as Utah DOT’s ROADS committees and North Dakota
DOT’s employee-based work groups.

e Consulting with respondents to learn more about the online systems used for training
purposes (CAL FIRE’s TargetSolutions and Kentucky Transportation Cabinet's KELMS),
and the systems used to track injuries and crashes (Florida DOT’s ISIMS, Georgia
DOT’s SafeTrack and South Carolina DOT’s RMIS).

e Contacting agencies currently reviewing an existing safety program (Connecticut DOT)
or developing a more formalized safety program (Alabama DOT, Idaho Transportation
Department and CDCR) to learn more about how agencies approach these activities.

e Consulting with CAL FIRE to learn more about the agency’s administration of its lIPP,
including the use of template documents and forms.
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Detailed Findings

Survey of Practice

Survey Approach

The Caltrans Division of Safety and Management Services oversees the safety of Caltrans
employees through the safety program administered by the Office of Health and Safety (OHS).
OHS is interested in investigating ways to improve its safety program, with a particular interest
in organizational structure, roles and responsibilities for program administration, processes and
procedures, and effective communication strategies.

To inform its evaluation of current practices, OHS is seeking information about the
administration of safety programs in other state agencies. Online surveys (see Appendix A)
were distributed to two groups of potential respondents:

o State departments of transportation (DOTs). We used the member list of AASHTO
Committee on Human Resources to make the appropriate contacts.

o California state agencies. We contacted seven California state agencies:
o Department of Corrections and Rehabilitation.
o Department of Fish and Wildlife.
o Department of Food and Agriculture.
o Department of Forestry and Fire Protection.
o Department of General Services.
o Department of Water Resources.

o Environmental Protection Agency.

Summary of Survey Results

Twenty state DOTs responded to the survey:

e Alabama. ¢ lllinois. e North Dakota. e South Carolina.
e Connecticut. e Kentucky. e Ohio. e South Dakota.
e Florida. e Louisiana. e Oklahoma. e Texas.

e Georgia. e Montana. e Oregon. e Utah.

e |daho. e New Mexico. e Pennsylvania. e Wyoming.

Two California state agencies responded to the survey:
¢ California Department of Corrections and Rehabilitation (CDCR).
o California Department of Forestry and Fire Protection (CAL FIRE).
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Note: CDCR is developing a centralized safety program. Currently, administration of the safety
and health program is managed by the fire chief at individual institutions. The CDCR
Human Resources Division is responsible for managing mandatory postings; its
Facilities Division provides emergency training. Given the local administration of safety
programs, the CDCR survey respondent was unable to address some survey questions.

Survey results are presented below in the following topic areas:
e Program oversight and administration.
¢ Roles and responsibilities for ensuring compliance.
e Communication practices.
e Tracking safety compliance.
¢ Documenting safety processes.
e Encouraging staff engagement.
e Safety program direction.
e Other safety program resources.
Following this discussion of survey results are two additional sections that summarize survey

responses to questions posed only to California state agencies. The topic areas of these final
sections are:

e Administering an Injury and lliness Prevention Program.
e Training practices.

Publications provided by respondents and gathered from a literature search are included
throughout this report in Related Resources sections in the relevant topic areas.

Program Oversight and Administration

We asked respondents to describe the oversight body responsible for coordinating their
agencies’ safety program, and the department or division in the agency responsible for
administering the program. Oversight and administration of respondent programs can be
organized into five functional areas:

o Departmental/divisional administration.

¢ Human resources/personnel management.
e Maintenance and operations.

e Risk management.

o Safety.

The table on page 10 summarizes survey responses.
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Safety Program Oversight and Administration

Division or Office State/Agency Program Administration
Alabama Supervisors in each department.
Cooperative Fire, Training and Safety Program
CAL FIRE unit reports to the deputy director of Fire
Protection.
Departmental/divisional Idaho Office of Highway Safety safety manager works
administration with safety officers in district/region offices.

Division administrators (executive staff) are
responsible for program oversight; staff
administering the safety program report to the
assistant chief engineer for operations.

Wyoming

Occupational Health and Safety Unit in the Office
Connecticut of Human Resources. (The current structure is
under review.)

Human Resources Division. (The agency partners
with the Georgia Department of Administrative

Georgia Services to administer the insurance portion of
the safety program.)
Human lllinois Occupational Safety and Health Unit in the
resources/personnel Bureau of Personnel Management.
management . .
Employee Safety and Health Branch in the Office
Kentucky
of Human Resource Management.
M Human Resources and Occupational Safety
ontana Divisi
ivision.
: Office of Employee Health and Safety in the
Ohio g
Division of Human Resources.
Senior staff in the Safety Branch of the Human
Oklahoma L
Resources Division.
Loss prevention director is directly supervised by
Maintenance and Louisiana the chief of maintenance and secondarily by the
operations assistant secretary of operations.
North Dakota Maintenance engineer.
. Risk Management Bureau at the administrative
New Mexico . A .
office and six district risk management sections.
Risk management Safety coordinator within the Office of Risk
South Dakota Management; each of the agency’s four regions

maintains a safety committee.
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Safety Program Oversight and Administration

Division/Office/Unit/Parties Responsible for
Oversight and Program Administration

Division or Office State/Agency

Risk Management Division is responsible for
program development and administration; the
Operations Department provides program
oversight.

Risk management Utah

Industrial Safety Division in the State Safety
Office.

Transportation Safety Division includes the Office
of Employee Safety (the director and two division
safety managers), with soft report assets within
the Highway Division.

Florida

Oregon

EE Employee Safety Division and 22 district safety

Pennsylvania coordinators assigned to each of 11 district
offices.

South Carolina | Safety and Health Office.

Occupational Safety Division establishes program
policy, guidelines and metrics.

Texas

Roles and Responsibilities for Ensuring Compliance

When asked whether roles and responsibilities for ensuring compliance with the safety program
were decentralized, respondents from all agencies but one—Louisiana Department of
Transportation and Development—reported a decentralized structure. Many agencies employ
dedicated safety consultants, officers or specialists in each district or region, while others rely on
nondedicated safety staff to ensure compliance with the safety program.

The tables below summarize the safety-related staff positions and roles and responsibilities
reported by respondents in two staffing categories:

o Safety consultants, officers or specialists.

e Administrators, committees, engineers or supervisors.

District/Region Safety-Related Staffing: Safety Consultants, Officers or Specialists

State/Agency Staff Position(s) Roles and Responsibilities

Safety officer designated at the agency’s two regions
and within its 21 units works with the central office
. ' safety officer. Responsibilities include administering

CAL FIRE * Region safety officer the Injury and lllness Prevention Program, providing
e Unit safety officer accident review and prevention, establishing safety
committees, preparing and distributing safety
communications and project work plans, posting
warnings and monitoring employees’ personal
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District/Region Safety-Related Staffing: Safety Consultants, Officers or Specialists

a/Aqe

protective equipment.

CDCR ¢ Institution fire chief Administers the safety program at his/her institution.
o District safety manager
e Senior health and safet Health and safety specialist reports to each district’s
Florida specialist y safety manager. The district director of operations
P oversees safety-related district activities.
e Safety specialist
Safety officer in each district and in Pafrtners Iwﬂtzjr_nanage.rs Tn(;j. emplo;l/(ges on ?d”
Georgia the agency’s Highway Emergency sa ety-.re ate ISsues, Including trgc ng acct e.ntls,
. ; gathering and compiling reports, identifying training
Response Operations Unit . . .
topics and conducting on-site visits.
Administers the safety program and conducts equal
Idaho Safety officer in each district employment opportunity compliance contractor
audits; reports to the district engineer.
e Safety representative in each
Mlinois district Provides resources, incident investigation and
e Safety and compliance training.
manager
* Safety coordinator in each Safety coordinator works with Employee Safety and
Kentucky district Health Branch staff to monitor safety functions
e Chief district engineer statewide.
Provides professional development, implementation
and management of occupational safety and health,
employee safety and risk management programs.
Montana Safety consultant in each district Serves as the district expert on the implementation
and administration of safety programs, interpretation
of safety regulations, safety awareness, safety
training and compliance.
Implements the department's risk management
program through facility safety inspections; workers’
o . compensation case management; investigation of
» District occupational health and | yehicle crashes involving department vehicles;
safety supervisor (one per employee safety education; management of the
New Mexico district) random drug and alcohol testing program for

Occupational health and safety
specialist (two per district)

commercial driver’s license holders; investigation
into accusations of workplace violence; investigation
of losses involving department property; and tort
claim investigation for the department’s insurance
carrier.

Produced by CTC & Associates LLC
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District/Region Safety-Related Staffing: Safety Consultants, Officers or Specialists

State/Agency Staff Position(s) Roles and Responsibilities

Safety and health program consultant develops,
implements and monitors the district safety program,
including the annual safety plan; serves as
consultant to district deputy director, senior staff,
county administrators and other district managers on
safety and health issues; and conducts and
documents all district health and safety training.

o Safety and health program
Ohio consultant

* Safety and health inspector Safety and health program inspector inspects work
facilities, job sites and equipment to ensure
compliance with federal Occupational Safety and
Health Administration (OSHA) regulations; and
investigates personal injury and vehicle accidents.

Safety specialist 1 primarily coordinates and delivers
safety training.

o Safety specialist 1 Safety specialist 2 is the safety officer responsible

Oregon o Safety specialist 2 for professional consultation and program oversight.

(Both specialists report to regional management, not
the agency’s Office of Employee Safety.)

Provides safety resources for the district; implements
Pennsylvania | Safety coordinator in each district the centralized plan and ensures compliance; and as
furthers individual county-level safety programs.

District safety staff oversees employee safety and
health within each district; manages employee
training; investigates and reports accidents and
E— « District safety staff :él;:g:b l":\end manages county safety staff where
Carolina '
* County safety staff County safety staff oversees employee safety and
health within the county, including employee training
and accident and injury investigation and reporting,

where applicable.

Ensures implementation of safety programs in each
region, including coaching and mentoring employees
and contractors, and managing workers’
compensation and risk management claims; reports
directly to region management.

Regional risk management

Utah coordinator
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District/Region Safety-Related Staffing: Administrators, Committees, Engineers or

Supervisors

State

Roles and Responsibilities

Staff Position(s)

e Region engineer
Alabama T o
e District administrator

Region engineer provides executive leadership for
each region, including safety responsibilities.

District administrator is a senior-level position
managing daily job performance.

e Engineer

Connecticut | o Maintenance staff from rail,

ferry and public transit

Responsible for operations and project/program
inspection.

e Division engineer
Oklahoma o
e Division safety manager

Division engineer has overall responsibility for
employee safety.

Division safety manager is responsible for training,
inspection and coordination of compliance
requirements for agency employees.

Six-member safety committee in
each region (three unit and three
nonunit members)

South Dakota

Committee responsibilities include:
e Reviewing crew safety meeting forms.
e Discussing and formulating safety policies.

e Recommending adoption to the region
engineer.

o Reviewing reported safety and health
hazards to uncover any unsafe conditions
and practices, and evaluating proposed
solutions.

e All supervisors

All supervisors are responsible for compliance with
the safety program.

Safety officer collaborates with supervisors by
providing:

Texas
e Support from safety officer e A specialized focus on occupational safety,
environment and health.
e Training, field assessment, facility inspections
and incident prevention.
e District engineer
¢ District maintenance engineer
Wyoming « District construction engineer Educates and holds employees accountable to

o District traffic engineer

e District equipment manager

department safety rules and policies.
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Communication Practices
Respondents provided information about their communication practices in four topic areas:

A Related Resources section that follows the final topic area includes publications and web
resources provided by respondents or identified through a literature search.

Communication methods.

Safety meetings.

Safety manuals.

Communication challenges.

Communication Methods

We asked respondents if they use some common communication methods to share information
about the safety and health program with employees. All respondents use the agency web site,

and all but the lllinois DOT respondent reported the use of email to disseminate program
information. Respondents are least likely to communicate via newsletter. The table below
summarizes survey responses.

Produced by CTC & Associates LLC

Communication Methods and Tools

(] § 7] @
State/Agency %’ uE.| ko "wa g g
Alabama X X X
CAL FIRE X X X X X
CDCR X X X
Connecticut X X X X
Florida X X X X
Georgia X X X
Idaho X X X
lllinois X X X
Kentucky X X X
Louisiana X X X
Montana X X X X
New Mexico X X X
North Dakota X X X X
Ohio X X X X X
Oklahoma X X X X
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Communication Methods and Tools

3 ©
State/Agency %’ uE.| E "ma g g
Oregon X X X X X
Pennsylvania X X X X X
South Carolina X X X X
South Dakota X X X X
Texas X X X X X
Utah X X X X X
Wyoming X X X X X

Respondents reported on other ways to communicate with staff. Periodic safety meetings are
most common. Agencies also reported on special events such as an annual training day and
tailgate/toolbox talks or meetings that allow for staff engagement. The table below summarizes

survey responses.

Other Practices Used to Communicate to Employees

Practice or Activity

State/Agency

Description of Practice or Activity

Inspections

South Carolina

Facility and commercial driver’s license equipment
safety inspections.

Observation cards

Utah

ROADS [Recognizing, Observing and Achieving
Department Safety] Observation and Conversation
Cards are fillable forms used by districts to track
employee safety-related activity in a range of
behavioral categories.

One-on-one
employee interaction

South Dakota, Utah

N/A

Periodic safety
meetings

Connecticut

Safety labor management meetings.

Florida

Mandatory monthly and quarterly safety meetings.

New Mexico

N/A

North Dakota

Safety meeting for all employees each spring.

Oregon

Safety committee meetings.

Produced by CTC & Associates LLC
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Other Practices Used to Communicate to Employees
Practice or Activity State/Agency Description of Practice or Activity
Periodic safety . Monthly statewide safety council meetings;
meetings South Carolina monthly county safety meetings.
Safety alerts lllinois N/A
CDCR Annual emergency training.
North Dakota Training day each fall.
Special events Oregon Annual Safety Break.
. Safety Stand-Down Days hosted twice a year by
Pennsylvania . .
each county maintenance office.
Texas Statewide calls with leadership and employees
throughout the department; health and safety fairs.
Connecticut N/A
Florida Daily toolbox talks delivered to operations,
Tailgate/toolbox maintenance and construction employees.
meetings or talks Ohio Daily safety tailgate talks conducted by field
managers.
South Carolina Tailgate meetings prior to starting work.

Safety Meetings

All responding agencies hold safety meetings that are attended by central office and
program/district/region office staff members. Almost two-thirds of respondents hold monthly
meetings, and two state DOTs—Florida and Texas—hold monthly, quarterly and annual safety
meetings. The table below summarizes survey responses.

Safety Meeting Frequency

State/Agency

Alabama X

CAL FIRE X

Connecticut X X X
Florida' X X X
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Safety Meeting Frequency

= 5
8 z 2 3

State/Agency 9 C=>' f: 2
Idaho X
lllinois X
Kentucky X X
Louisiana X
Montana X X
New Mexico? X
North Dakota X
Ohio® X
Oklahoma X
Oregon X
Pennsylvania X X
South Carolina* X
South Dakota X
Texas X X X X
Utah X
Wyoming X

1 The agency also conducts daily toolbox talks.

2 Each industrial area is required to hold two safety meetings a month.

3 Sometimes safety meetings are held every other month.

4 Monthly meetings are held with counties and the statewide safety council; the

Safety Manuals

Collision Review Committee meets annually. The agency conducts at least
semiannual Statewide Safety Council meetings.

Respondents described how often their safety manuals are distributed to employees and, in a
few cases, how frequently the manuals are reviewed and updated.

Frequency of Safety Manual Distribution

Respondents were asked how often their agencies distributed an agencywide safety manual to
all employees. While survey responses indicated no consensus, almost half of respondents
reported distributing the manual after an update. The table below summarizes survey

responses.
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Safety Manual Distribution Frequency (Agencywide)
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Alabama X
CAL FIRE X X
Connecticut X
Georgia X
Idaho X
lllinois X
Kentucky X
Louisiana X
Montana X
New Mexico X (print) X
North Dakota X
Ohio X
Oklahoma X
Oregon X X
South Carolina X
Texas X
Utah X
Wyoming X

Manual Review and Update

Though the survey did not specifically address it, several respondents reported on the
frequency of their safety manual’s review and update:

¢ Florida. The agency mandates a review and update of the manual every two years in
addition to pen-and-ink changes made during nonmandated review periods.

¢ lllinois. The agency conducts an annual review and updates its manual at least every
five years.

e New Mexico. The agency’s manual is updated every three years or as needed.
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¢ Pennsylvania. The agency is moving to an annual review and update of its safety
manual.

o Texas. The agency’s Handbook of Safe Practices is published and distributed every two
years.

Other agencies provide a safety manual to new employees (Louisiana Department of
Transportation and Development and Texas DOT) or require all employees to sign and date a
form after reading the manual (South Dakota DOT).

Communication Challenges

Respondents were asked about any challenges their agencies have experienced—and possibly
overcome—in communicating the importance of adherence to the safety program. Responses
indicated little consensus, with respondents’ efforts ranging from changing an entrenched
culture to striving for consistency across regions with differing local conditions. The table below
summarizes survey responses.

Challenges in Communicating the Importance of the Safety Program

Type of

Challenge Description

Change management has proved to be challenging when
Florida implementing updates to training requirements and reporting
procedures.

Change
management

The agency has “worked hard to change [its] culture and
Kentucky emphasize the importance of safety. It takes time for some
employees to change their mindset.”

Rather than following agency policy, some longer-term
New Mexico employees (10+ years of experience) may show new staff “how

Changing the we do it out in the field.”
culture

It takes time to encourage employee buy-in and commitment.
Texas The agency has invested most of its time in building relationships
and reaching an understanding of expectations and roles.

The agency continues to face challenges associated with legacy

Utah (as in “this is the way we always do it”).

Employees in remote locations do not have consistent access to
Idaho email. The agency is communicating more often with videos than
Communication written communication to encourage all employees to engage
methods with safety-related content.

Quarterly meetings have helped keep the 12 districts and central

otz office “on the same page.”

Management apathy is the biggest challenge for the agency’s

lllinois
Management newly revamped program.
engagement

Montana The respondent noted the lack of follow-up with some managers.
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Challenges in Communicating the Importance of the Safety Program

Type of -
Challenge Description
Connecticut The consistent application of policies has been challenging for
the agency.
Policy-related Employees in Louisiana who receive workers’ compensation
issues benefits receive a full paycheck and are allowed to buy back two-
Louisiana thirds of their leave while out on leave (and still accruing leave).
This practice “makes it very difficult to get employees to return to
work.”
Prioritizing The respondent noted the ongoing challenge of “making safety a
Alabama r . y
safety top priority, not just another program of the week.
The agency finds it challenging to retain the flexibility needed to
North Dakota address local conditions while maintaining a consistent level of
Redqi expectations and standards across the agency.
egional
consistency The agency continues to implement follow-up actions from its
most recent on-the-job fatality in 2014. The respondent noted
Oregon that “given the ‘silos’ between our regions and divisions, making
safety more consistent and reflective of best practices has been
difficult.”
Staffing G . Turnover in staff and front-line supervisors has proved
eorgia .
changes challenging for the agency.
Related Resources

The following is a sampling of safety manuals and communications-related publications
provided by respondents or identified in a literature search for publicly available documents.

California

Article 2—Health and Safety Program, Chapter 3, Operations Manual, California Department
of Corrections and Rehabilitation, January 2018.

http://www.cdcr.ca.gov/Regulations/Adult Operations/docs/DOM/DOM%202018/2018%20DOM
.pdf

This article, which begins on page 124 of the manual (page 133 of the PDF), provides details
about “the requirements for establishment, reporting and control of the health and safety
management program.”

Headquarters Emergency Procedures Handbook, California Department of Corrections and
Rehabilitation, July 2016.

See Attachment A.

The purpose of this handbook is to “promote a safe work environment and establish a
continuing state of emergency preparedness for the protection of all employees during an
emergency.” Responsibilities of the building emergency procedures coordinator, managers and
employees are detailed in a discussion that begins on page 6 of the report (page 7 of the PDF).
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Safety Communications, Safety Handbook, CAL FIRE, January 2017.
http://calfireweb.fire.ca.gov/library/handbooks/1700/1704.pdf
From the document:

Methods of communication include:

o Safety Meetings (Handbook 1703) and Safety Talks/Tailgate Briefings (Handbook
1752).

e Training Programs (Handbook 4000).

o Posted Information (Handbook 1764).

o  Written Communications (Handbook 1704).

e Anonymous Hazard Notification (Handbook 1706).

e Labor/Management Safety Committees (Handbook 1703).

Florida

Loss Prevention Manual, State Safety Office, Florida Department of Transportation, November
2010.

http://www.fdot.gov/safety/IndustrialSafety/LPM.pdf

Safety procedures and guidelines of Florida DOT'’s loss prevention program are outlined in this
manual “to reduce and/or eliminate the number of work-related injuries to employees and
damage to materials or property due to injuries, iliness, vehicle crashes, and incidents.”
Chapter 1 (page 8 of the PDF) describes the general health and safety responsibilities of
leaders within the agency’s central office and units as well as the specific responsibilities of
safety and health managers and specialists or designated safety representatives. An overview
of safety education and training is addressed in Chapter 2 (page 12 of the PDF). Compliance
requirements to meet safety standards are presented in Chapter 11 (page 58 of the PDF);
Chapter 12 (page 98 of the PDF) provides specific details about training requirements.
Chapter 13 (page 103 of the PDF) details plans and programs for various safety incidents.

Kentucky

Employee Safety and Health Manual, Commonwealth of Kentucky Transportation Cabinet,
Organizational Management Branch, Office of Human Resource Management, January 2010.
https://transportation.ky.gov/Organizational-
Resources/Policy%20Manuals%20Library/Employee %20Safety%20and%20Health.pdf

From the manual’s authority and purpose statement: The intent of the KYTC Employee Safety
and Health Manual is to familiarize employees with KYTC Safety and Health Program
procedures and to emphasize their roles and responsibilities in the prevention of accidents and
injuries. The KYTC Safety and Health Program delegates Cabinet managers and supervisors
the responsibility of implementing safety and health rules and regulations in their assigned
areas.

Training Programs, Employee Safety and Health Branch, Kentucky Transportation Cabinet,
March 2018.

See Attachment B.

This document includes a list of safety and health training programs offered by the agency’s
Employee Safety and Health Branch.
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Louisiana

Loss Prevention Safety Manual, Louisiana Department of Transportation and Development,
October 2017.

See Attachment C.

Safety rules and regulations are summarized in this manual to ensure compliance with the
agency’s Loss Prevention Program, which aims to “maintain a safe work environment and
create a high level of awareness of safe operating practices.” Monthly safety meetings are
briefly addressed on page 23 of the manual.

Code of Safe Practices, Louisiana Department of Transportation and Development, 2013.
See Attachment D.

From the introduction: This manual has been developed in order to assist managers and
employees in carrying out work activities and operations in a safe manner. Potential hazards
have been identified for typical activities and work sites. Safe practices have been written to
assist in avoiding these hazards. These practices are not intended as substitutes for employee
job training, rather they should serve as a review for performing the tasks safely.

New Mexico

Agency Loss Control Plan, Risk Management Bureau, New Mexico Department of
Transportation, 2016.

See Attachment E.

New Mexico DOT’s loss control plan addresses a range of health and safety issues, including
the responsibilities of the loss control coordinators and committees (page 3 of the plan, page 4
of the PDF), the role of the safety management committee (page 5 of the plan, page 6 of the
PDF), and loss control training (page 10 of the plan, page 11 of the PDF).

Safety Handbook, Risk Management Bureau, New Mexico Department of Transportation,
2011.

See Attachment F.

Among the broad range of safety-related topics addressed in this manual are work site safety
(Section 3), equipment operation (Section 2), hazard communication program procedures
(Section 4) and administrative directives for risk management (Section 10). Section 1 outlines
the responsibilities of DOT employees and supervisors (beginning on page 2 of the manual,
page 5 of the PDF). Section 6, which begins on page 18 of the manual (page 21 of the PDF),
details procedures of the agency’s award program. Procedures for conducting a safety
committee meeting (Section 7, page 22 of the manual, page 25 of the PDF) and a supervisor’'s
safety meeting (Section 9, page 30 of the manual, page 33 of the PDF) are also included.

Ohio

Employee Health and Safety Standard Operating Procedure, Standard Procedure 220-
006(SP), Division of Human Resources, Ohio Department of Transportation, October 2015.
https://www.dot.state.oh.us/policy/PoliciesandSOPs/Policies/220-006(SP).pdf

From page 13 of the procedure:

XX. Tailgate Safety Talks

A tailgate safety talk is a short, informational safety meeting which shall be conducted at the
crew level on a regular or as-needed basis by first-line supervisors or crew leaders
regarding job-related hazards and safe work practices.
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A tailgate safety talk should take place when a particular job hasn’t been performed for
some time, when a new employee joins the crew, or when a job or location poses specific
hazards such as high volume, high speed traffic, or limited sight distance approaches to the
work area.

Best safety practices recommend that you provide a safety talk before the work day or job
task begins. Discussions can include planning the work zone setup, identifying work
environment hazards, conducting pre-trip inspections of vehicles and equipment, selecting
the right personal protective equipment, and awareness of emergency procedures.

A short recap meeting during or at the end of the work day to discuss work practices, a near
miss incident, or a lack of attention to safety is also advised.

All tailgate talks shall be documented with the subject title of the safety talk, name of
presenter, and a signed list of attendees.

Pennsylvania

Safety Policy Handbook, Pennsylvania Department of Transportation, January 2018.
https://www.dot.state.pa.us/public/PubsForms/Publications/PUB%20445.pdf
From the introduction:

First level supervisors have the most influence on safety. They work directly with employees,
observing employee behavior and work conditions, and they have the authority to address
behaviors and conditions that may put employees at unnecessary risk of a work-related
injury or iliness. As they take an active role in promoting safety, employees are encouraged
to do their part to ensure their own safety and the safety of their coworkers.

Management has the most control of safety. Management’s duty is to enforce safety
policies, establish procedures, and direct resources.

From page 9 of the handbook:

Safety Stand-Down Days

These events provide a forum for safety information to be communicated on a regular and
consistent basis, to increase employee awareness, and to promote the reduction of
workplace injuries and fleet accidents. Each County Maintenance Office must host this
event two times per year and all employees are expected to attend.

South Carolina

Audit Report: Employee Safety Audit Findings and Recommendations, Office of the Chief
Internal Auditor, Commission of the South Carolina Department of Transportation, May 2013.
http://www.scdot.org/inside/pdf/Auditor/SafetyAuditWithDeptResponse.pdf

This audit of the South Carolina DOT safety program includes recommendations and the
agency’s response.

Related Resource:

Safety: OCIA Audit Finding and Recommendations for Updated Responses, Office of
the Chief Internal Auditor, Commission of the South Carolina Department of Transportation,
April 2015.

http://www.scstatehouse.gov/Committeelnfo/Housel egislativeOversightCommittee/Agency
Webpages/DOT/Reports%20&%20Audits%20-
%20Internal%20Audits/Employee%20Safety%20-%20Update %20(April%202015).PDF
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This document presents each finding from the May 2013 audit report cited above, along with
the auditor’'s recommendation and two responses from South Carolina DOT (dated May
2013 and April 2015).

Utah

ROADS [Recognizing, Observing and Achieving Department Safety] Observation and
Conversation Card, Utah Department of Transportation, undated.
https://www.udot.utah.gov/main/uconowner.gf?n=19977622206716474

This fillable form tracks employee activity (safe or at risk) in the following behavioral categories:
personal protective equipment; tools and equipment use; body positioning/protecting;
housekeeping; vehicles/mobile equipment; communications; and situational awareness.

Tracking Safety Compliance

Agencies use a variety of tools and methods to track safety-related compliance. Initial survey
responses provided limited information about the online systems used to track training and other
aspects of the safety program. A follow-up survey that sought more detailed information about
these online systems received six responses, with only three respondents describing their
online systems. Below we summarize how respondents track safety compliance in three

categories:

¢ Online systems in detail.

e Other online systems, databases and software.

e Other tools and methods.

Online Systems in Detail

Three respondents described the online systems used to administer their safety and health
programs. These systems, all commercial off-the-shelf products that have been customized for
agency use, are used to track training (CAL FIRE and Kentucky Transportation Cabinet) and
injuries and crashes (Georgia DOT). The table below briefly describes each system.

Online Systems That Track Safety Compliance

State/Agency

System/Vendor

System Description

This training system was implemented over three years at a
cost of $75 per user (initial cost and ongoing annual

AL AN EgEEa Nt maintenance cost). The respondent noted that “training the
new user is always a challenge.”

SafeTrack This system is used to track injuries and crashes. Georgia
Georgia Oracle Business DOT uses the Oracle Business Intelligence platform for

Intelligence multiple reporting dashboards, including SafeTrack.

. Implemented in 2015, this enterprisewide training system is

N G [ EMEIIEE used “for the administration, documentation, tracking, reportin

Kentucky Learning Management ’ ’ 9. rep 9

System (KELMS)

and delivery of employee development opportunities.” The
respondent characterized the system as “slow.”

Produced by CTC & Associates LLC

25



https://www.udot.utah.gov/main/uconowner.gf?n=19977622206716474

Respondents were asked to identify the features and functions of these systems, and the user
actions supported by them. The tables below summarize survey responses.

Online Systems’ Features, Functions and Supported User Actions
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System Assessment

Respondents were asked to indicate their agencies’ level of satisfaction with a series of system
characteristics using the rating scale of 1 = not at all satisfied to 5 = extremely satisfied. While
CAL FIRE is extremely satisfied with its TargetSolutions training system, the other respondents
reported significantly lower rates of satisfaction with their systems. The table below presents
survey responses.

System Assessment
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CAL FIRE TargetSolutions 5 5 5 5
Georgia SafeTrack N/A 3 N/A 3 N/A
Kentucky KELMS 3 N/A 2 2 3

Other Online Systems, Databases and Software

Other respondents provided more limited information about online systems, databases and
software used to administer their safety and health programs. The table below summarizes
these survey responses.
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Other Online Systems, Databases and Software

State System Description

Industrial Safety Information Management System (ISIMS).

Florida ISIMS is used to record injuries/illnesses and vehicle crashes/incidents
involving agency employees. District staff members enter and retrieve ISIMS
data.

An in-house-developed system tracks staff compliance. (The agency plans to

Idaho .
obtain an off-the-shelf software program.)

lllinois Unspecified database.
iAuditor, a mobile phone/tablet application, is used by safety consultants to

Montana : . L
document inspection activities.

Ohio The agency plans to purchase a cloud-based safety software package to
replace systems developed in-house.

Pennsylvania Unspecified databases are used to track safety program requirements.

Risk Management Information System (RMIS).

South Carolina RMIS is used to track the status of each DOT vehicle or equipment accident,
including any corrective actions imposed upon agency drivers.

Other Tools and Methods

The table below summarizes other tools and methods respondents use to track safety
compliance.

Other Tools and Methods Used to Track Safety Compliance

Tool or
Method

Description

Connecticut Unspecified statistics and data evaluation.

District offices submit monthly data to the Risk Management Bureau
New Mexico that is used to generate loss-related statistics and data for distribution to
agency employees.

FileNet records. (IBM FileNet Content Manager is a software program

North Dakota | seq to manage content and documents.)

i Site visitation, division monthly activity reports and accident/incident
Oklahoma
reports.
o Injury and illness data maintained by the Human Resources Division
regon . ; , . :
and data available from the agency’s workers’ compensation carrier.
Utah Periodic inspections and observation cards; trends identified through

incident and close call reports.
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Other Tools and Methods Used to Track Safety Compliance

Tool or
Method

Description

Form DOT-301, which is completed and filed after each monthly safety

South Dakota meeting to document topics and discussion.

Forms Internal forms capture participation with policy requirements and best

Texas practices; some forms are electronic, others are migrating to more
mobile options.

Safety Alabama N/A

meetings Georgia Monthly Statewide Safety Council meetings.

and audits . .
Wyoming Regular safety meetings.
lllinois Learning management system used for training.

An unspecified database tracks training and ensures safety

Kentucky .
requirements are met.

Training Ohio Employee training records system.
(including Training management software tracks training; staff managing
records and | oregon programs such as bloodborne pathogens, hearing and respiration use
systems) unspecified in-house systems to track participation.

South South Carolina Enterprise Information System learning management

Carolina system.

Wyoming Training on safety issues and topics.

Related Resources

California

TargetSolutions, Vector Solutions, 2018.

http://www.targetsolutions.com/

From the web site: TargetSolutions is the No. 1 choice for online fire department training. The
system features more than 160 hours of EMS [emergency medical services] recertification
training, more than 60 hours of NFPA [National Fire Protection Association] firefighter training,
and applications for tracking firefighter compliance.

Florida

Industrial Safety Information Management Systems (ISIMS), Industrial Safety, Florida
Department of Transportation, 2018.
http://www.fdot.gov/safety/11-IndustrialSafety/IndSafety-1.shtm

From the web site: The Loss Prevention Program and Manual requires all work related
employee injuries/ilinesses and vehicle crashes and incidents to be recorded and reported. An
Industrial Safety Information Management System (ISIMS) is maintained by the State Safety
Office. ISIMS is a system where data on all FDOT injuries/illnesses and vehicle
crashes/incidents involving FDOT employees are recorded. The system allows electronic data
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input and retrieval by Districts. It provides data that is utilized for program planning and
monitoring program implementation.

Kentucky

Kentucky Enterprise Learning Management System (KELMS), Commonwealth of Kentucky,
2018.

https://personnel.ky.gov/Pages/TrainingKELMS.aspx

From the web site: The Kentucky Enterprise Learning Management System (KELMS) is an
enterprise-wide software application for the administration, documentation, tracking, reporting
and delivery of employee development opportunities. The system was launched on July 1, 2015
and is currently being used by the Executive and Legislative branches of state government.

Montana

iAuditor, SafetyCulture, 2018.

https://safetyculture.com/iauditor/

From the web site: iAuditor is an inspection app used to empower your workers in the field.
Combined with the web platform, iAuditor provides visibility and insights to help raise safety and
quality standards across an organization. Your team can collect consistent data, standardise
operations, send reports, identify failed areas and get problems resolved.

Documenting Safety Processes

Most responding agencies document safety processes through safety manuals and agency
policies and procedures. The table below summarizes survey responses.

Methods Used to Document Safety Processes
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Alabama X X
Connecticut X X
Florida X X
Georgia X X
Idaho X
llinois X'
Kentucky X X
Montana X X
New Mexico X
North Dakota X X
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Methods Used to Document Safety Processes
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Ohio X
Oklahoma X X
Oregon X X
South Carolina X X
South Dakota X2
Texas X
Utah x3
Wyoming X X

1 Employee Safety Code.

2 Supervisors are required to hold at least one crew safety meeting each month. Form DOT-301 is completed
during the meeting; a copy of the form is forwarded to the operations safety coordinator for review and file
retention for one year.

3 The agency has a written safety management system that outlines roles and responsibilities, senior management
commitment, employee involvement, process for internal reviews and inspections, and continuous improvement.
The system also defines operational controls (e.g., lockout, confined space, fall protection).

Other documentation practices include:

e Job hazard analysis (Georgia): The agency has implemented job hazard analysis (JHA)
as part of the daily safety briefings held by each field unit. This practice is tracked by
managers and safety officers.

o Safety and Risk Management Administrative Directives (New Mexico): These directives
are reviewed by the agency’s policy and procedures committee every two years; current
practices are updated as needed.

o Job hazard analysis (North Dakota): A recent National Cooperative Highway Research
Program (NCHRP) synthesis (see Related Resources below) described the purpose of
North Dakota DOT'’s JHA worksheet—*to document the various tasks that are
accomplished by field personnel and identify the potential hazards associated with the
task, which include issues related to the work location, the environmental hazards, and
particularly risky characteristics of the task.”

e Accident and incident reports (Oklahoma).

e Job safety analysis (Utah): The agency’s safety manual describes its job safety analysis
(JSA) as a “task specific training tool” used to analyze jobs and identify existing and
potential hazards.
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Related Resources

North Dakota

NCHRP Synthesis 509: Highway Worker Safety, John A. Gambatese, David Hurwitz and
Zachary Barlow, 2017.

Report available at https://www.nap.edu/download/24776

This synthesis report includes a discussion of North Dakota DOT’s use of a JHA worksheet.
From page 72 of the report (page 80 of the PDF):

A visible manifestation of this agency trend toward leading indicators is the implementation
of the Job Hazard Analysis, a worksheet that is consistent with the industry standard JSA. A
copy of the blank worksheet, courtesy of NDDOT [North Dakota DOT], is included in
Appendix E. The purpose of the worksheet is to document the various tasks that are
accomplished by field personnel and identify the potential hazards associated with the task,
which include issues related to the work location, the environmental hazards, and
particularly risky characteristics of the task. One section provides a risk rating table so that
the activity can be rated in relation to other risky tasks that could be undertaken and
employees warned of the risks associated with the task. This risk rating table is shown in
Figure 27.

A sample of North Dakota DOT’s JHA form is included as Appendix E: North Dakota: Job
Hazard Analysis Form (see page 132 of the report, page 140 of the PDF).

Utah

Safety and Health Manual, Utah Department of Transportation, March 2013.
https://www.udot.utah.gov/main/uconowner.qgf?n=22185504109947669

See page 30 of the handbook (page 40 of the PDF) for a discussion of the agency’s use of a
JSA. The manual includes this purpose statement for the JSA:

To develop a method by which the RE’s [resident engineer’s] Staff and Contractors can
analyze the jobs they perform, and to identify the existing and potential hazards associated
with each job step and establish controls for them. The JSA should be used as a task
specific training tool to instruct employees, inspectors, and visitors of potential hazards and
required safety precautions.

A sample JSA is included as Appendix E (see page 177 of the PDF). A JSA form used by
Region 4 is available at https://www.udot.utah.gov/main/uconowner.gf?n=26395108488769901.
This Excel workbook contains two spreadsheets.

Encouraging Staff Engagement

Respondents were asked to describe the policies or practices that have proved to be effective in
creating active interest, participation and accountability among staff members with regard to the
safety program. The following highlights respondents’ practices.

Award or Recognition Programs

Annual Safety Award Program (New Mexico): State winners are selected for 12 categories
of employees with the highest exposure to risk (for example, maintenance staff). The
agency’s Safety Handbook (see Related Resources below) describes how the awards are
determined, including the computation of the Disabling Injury Index and other formulas.
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Individual state winners and accident-free crews are presented certificates; plaques are
presented to the best district in Industrial Safety (least lost-time injuries and days lost) and
Vehicle Safety (lowest combined frequency rate).

Positive reinforcement (New Mexico): When an employee is seen doing something safe (for
example, wearing all required personal protective equipment), he/she receives a keychain or
lunch bag.

Safe Performance Program (Ohio): Employees participating in this quarterly program
demonstrate safety-related knowledge by completing questionnaires, participating in training
and demonstrating safety through job performance. Employees can meet the requirements
of each quarter’s safety level and earn a small item imprinted with the Ohio DOT logo. See
Related Resources below for more information.

Focus on Safety (Oklahoma): This program outlines the agency’s safety vision and
expectations and provides awards to employees.

Rewards program in process (South Carolina): The agency is developing a rewards program
that compensates employees reporting no at-fault equipment/vehicle accidents and no
injuries requiring more than basic first aid. The new program is an attempt to reduce the
number of vehicle/equipment accidents and injuries.

Special Events

Safety Break (Oregon): The agency began holding an annual Safety Break in 2011 in
response to employee fatalities during 2009 and 2010. The event is observed by all
employees and participation is reported to the agency’s employee safety manager and
executive leadership. The Safety Break began with a set “script” of activities and has
evolved over time so now individual crews or office staff members conceive of their own
innovative activities. The respondent noted that this annual activity “has been taken over by
staff and they feel a tremendous sense of ownership.”

Committees and Work Groups

Innovators! Teams (Florida): These teams are established throughout the agency’s 10
districts as “a means of empowerment.” The agency uses “Innovation in a Box” to enable
small groups and teams to be successful and create a “culture of innovation.”

Work groups (North Dakota): Employee-based work groups are used to solve problems.

Safety meetings (South Carolina): Monthly county safety meetings and statewide safety
meetings allow for feedback and dialogue between employees and safety staff. As part of
the agency’s strategic plan, safety staff members visited all employees statewide, which
“generated a lot of feedback from employees including their concerns and ideas for
improving safety.”

ROADS committees (Utah): These employee safety committees, associated with the
agencywide ROADS (Recognizing, Observing and Achieving Department Safety) program,
are used to actively engage employees in their work locations by soliciting feedback to help
improve agency programs.
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Safety as a Shared Responsibility

e Everyone is responsible for safety. The agency encourages buy-in or ownership as a
general practice (Alabama).

¢ The agency has sought “to drive a culture of safety where safety is everyone’s
responsibilit[y], and therefore give each employee the power to call out anything that
may be a potential safety issue” (Georgia).

e Employee engagement and a focus on behavior are key. The agency’s Mission Zero
safety program reflects an agencywide commitment to zero injuries, lost time,
preventable incidents and fatalities. The respondent noted the importance of employee
awareness of “the correlation between hazards, near misses, minor incidents, major
incidents and fatalities” (Texas).

In other practices, safety language is added to all job descriptions prepared by Montana DOT,

and Idaho Transportation Department provides regular communication about the importance of
employee safety, with an emphasis on a “we care” approach.

Related Resources

Florida

“Innovation and the Journey,” Jim Boxold, From the Road Blog, Florida Department of
Transportation, May 2016.
https://communications.transportation.org/wp-content/uploads/sites/2/2017/05/10d-Florida-
blog.pdf

The blog maintained by the Florida DOT secretary included the following post that describes
what’s next for the Innovators Team:

Now that the Innovators Team has been in existence for around four years, what have we
done to make the process easier?

o We created the District/CO [central office] Innovator! Teams to deliver the message
and to implement the ideas quicker.

e We produced an on-line submittal form—we have both an “Intranet” and an “Internet”
site. This will cover both our employees and our external transportation partners. The
tool is very easy to find and use to submit your idea.

e We selected i5 Tools—after researching seven innovation training companies with
experience in the public and private sectors, we chose Juiceinc i5 Innovation in a
Box as the process to be used. We completed one set of training and will do another
round of training as well.

Related Resource:

Innovators! Update, Florida Department of Transportation No. 2, Fall 2015.
https://www.juiceinc.com/files/documents/FDOT-Innovators-Update-Newsletter.pdf
This newsletter offers success stories resulting from the agency’s focus on innovation.
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New Mexico

Safety Handbook, Risk Management Bureau, New Mexico Department of Transportation,
2011.

See Attachment F.

See Section 6, Annual Safety Award Program Procedures, which begins on page 18 of the
manual (page 21 of the PDF), for details of this award program.

Ohio

Safe Performance Program CY 2018, Ohio Department of Transportation, 2018.

See Attachment G.

From the program details: All fulltime permanent employees are eligible for the program. Each
employee will be proactive in their own safety. All employees may participate and complete a
safety questionnaire to assist the District Safety Department develop and continue a solid
workplace safety program. In addition, they will be able to gain and demonstrate knowledge
through monthly online trainings and review questions. Participants will take part in a quarterly
trainings and videos. Lastly, employees will need to be able to demonstrate safety through their
own safe performance. The District Safety Office will keep track of levels achieved for each
employee. As an employee performs the safety activities and demonstrates their own safety
they will be able to earn a level each quarter. The program will be one year in length. A level
may be earned each quarter. A quarter is defined January-March, April-June, July-September,
and October-December. Employees that achieve the level for that quarter will be recognized
with that level item after that quarter has ended. An individual has the ability to obtain all four
levels in the program year.

Texas

“TxDOT’s Safety Culture: Mission Zero,” Jerral W. Wyer, Occupational Safety Division,
Texas Department of Transportation, 2015 Materials and Construction Spring Meeting, Western
Association of State Highway and Transportation Officials, Spring 2015.
http://www.washto.org/pdf/matcon/spring2015/1---JWyer%20-

%20TxDOT Safety Culture WASHTO San Antonio 2015.pdf

This meeting presentation describes the agency’s Mission Zero program and includes a series
of slides (50 through 55) that address managing and communicating a safety and health
system.

Utah

UDOT Region 4 Performance Model, Utah Department of Transportation, 2016.
https://www.udot.utah.gov/main/uconowner.gf?n=12235025570371822

See page 15 of this report for a discussion of employee safety, including the region’s goals for
2017 in connection with the ROADS program. Accomplishments in 2016 include:

e 43 percent participation regionwide in ROADS observation program.

e 9 percent reduction in personal injuries from fiscal year 2015 (FY15) to FY16.
e 10 percent reduction in severity of general liability claims.

e Implementation of the Region 4 Performance Awards Program.

e Implementation of the job safety analysis program.

e Training emphasis on reducing “risk-taking” behaviors.
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o Monthly safety newsletter published to promote safety discussions and awareness
among teams.

Safety Program Direction

Some agencies are only beginning to formalize safety programs or have safety programs under
review:

e Alabama DOT’s overall safety program is just beginning to evolve into a formalized
departmentwide program. The respondent noted that the more formalized program can
be administered “across the department with consistent focus and compliance.”

e Connecticut DOT is reviewing its safety program “for effective and appropriate structure.”

e Idaho Transportation Department is currently developing “a more formalized safety
plan.”

Other Safety Program Resources

Two respondents provided procedural documents and forms used to administer their safety and
health programs.

Kentucky

The Employee Safety and Health Branch of the Office of Human Resource Management
recently developed and implemented new procedures and forms for reporting health and safety
issues. Below is a sampling of forms used by the agency:

Personal Protective Equipment (PPE) Acknowledgment, TC 25-3, Employee Safety &
Health, Office of Human Resource Management, Kentucky Transportation Cabinet, May
2017.

See Attachment H.

Notice of Safety Violation, TC 25-105, Employee Safety & Health, Office of Human
Resource Management, Kentucky Transportation Cabinet, June 2017.
See Attachment |.

Jobsite Setup Inspection, TC 25-110, Employee Safety & Health, Office of Human
Resource Management, Kentucky Transportation Cabinet, June 2017.
See Attachment J.

Injury & Accident Investigation, TC 25-155, Employee Safety & Health Branch, Office of
Human Resource Management, Kentucky Transportation Cabinet, May 2017.
See Attachment K.

Job Briefing, TC 25-163, Employee Safety & Health Branch, Office of Human Resource
Management, Kentucky Transportation Cabinet, June 2017.
See Attachment L.

Safety Risk Report, TC 25-164, Employee Safety & Health Branch, Office of Human

Resource Management, Kentucky Transportation Cabinet, July 2017.
See Attachment M.
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New Mexico

Below is a sampling of New Mexico DOT'’s safety and health directives and policies:

Emergency Response for Petroleum and Hazardous Material Spills, Administrative
Directive 809, New Mexico Department of Transportation, December 2017.
http://dot.state.nm.us/content/dam/intrans/library/directives/AD-

809 EMERGENCY RESPONSE FOR HAZARDOUS MATERIAL SPILLS.pdf

Reporting Accidents, Incidents, On the Job Injuries and Potential Liability Claims,
Administrative Directive 801, New Mexico Department of Transportation, June 2017.
http://dot.state.nm.us/content/dam/intrans/library/directives/AD-

801 REPORTING ACCIDENTS INCIDENTS AND POTENTIAL LIABILITY CLAIMS.pdf

Workers’ Compensation Injury Management, Administrative Directive 805, New Mexico
Department of Transportation, October 2016.
http://dot.state.nm.us/content/dam/intrans/library/directives/AD-805-WORKER-
COMPENSATION-INJURY-MANAGEMENT-12-2011.pdf

Use of State Vehicle, Administrative Directive 903, New Mexico Department of
Transportation, April 2016.
http://dot.state.nm.us/content/dam/intrans/library/directives/AD-903-

USE OF STATE VEHICLE.pdf

Pre-Existing and Post-Employment Impairments, Administrative Directive 601, New
Mexico Department of Transportation, June 2015.
http://dot.state.nm.us/content/dam/intrans/library/directives/AD-601 PRE-

EXISTING and POST-EMPLOY IMPAIRMENTS.pdf

Facility Safety and Loss Control Inspections, Administrative Directive 803, New Mexico
Department of Transportation, August 2014.
http://dot.state.nm.us/content/dam/intrans/library/directives/AD_803 FACILITY SAFETY A
ND LOSS CONTROL INSPECTIONS final 8 1 14.pdf

Workplace Violence Response and Mitigation, Administrative Directive 812, New Mexico
Department of Transportation, August 2014.
https://elm.share.state.nm.us/nms_content/DOT_ADAcknowledgement4/AD 812 WORKPL
ACE VIOLENCE RESPONSE AND MITIGATION final 8 1 14.pdf

Employee Training and Staff Development, Administrative Directive 614, New Mexico
Department of Transportation, March 2014.
http://dot.state.nm.us/content/dam/intrans/library/directives/AD-

614 EMPLOYEE TRAINING DEVELOPMENT.pdf

Personal Protective Equipment, Administrative Directive 802, New Mexico Department of
Transportation, December 2013.
http://dot.state.nm.us/content/dam/intrans/library/directives/AD-

802 PERSONAL PROTECTIVE EQUIPMENT.pdf
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Chemical Hazard Communication Program, Administrative Directive 804, New Mexico
Department of Transportation, October 2013.
http://dot.state.nm.us/content/dam/intrans/library/directives/AD-

804 CHEMICAL HAZARD COMMUNICATION PROGRAM.pdf

Safety Management Committee, Administrative Directive 814, New Mexico Department of
Transportation, June 2013.

http://dot.state.nm.us/content/dam/intrans/library/directives/AD-

814 SAFETY MANAGEMENT COMMITTEE.pdf

Bloodborne Pathogens Program, Administrative Directive 816, New Mexico Department
of Transportation, April 2013.
http://dot.state.nm.us/content/dam/intrans/library/directives/AD-

816 BLOODBORNE PATHOGENS PROGRAM.pdf

Note: The next two sections of this Preliminary Investigation summarize survey responses to
questions posed only to California state agencies about the following topics:

e Administering an Injury and lliness Prevention Program.

e Training practices.

Administering an Injury and lliness Prevention Program

The California state agencies surveyed for this project were asked about administration of the
agencies’ Injury and lliness Prevention Program (lIPP).Title 8, Section 3203 of the California
Code of Regulations requires every employer to develop and implement an effective |IPP.

Only the CAL FIRE respondent reported on a formalized IIPP, noting that each region and unit
safety officer inspects the IIPP annually to ensure IIPP-7 forms are signed (this form confirms
an employee’s review of the plan). Training is required annually and documented using the
IIPP-7 form. By customizing the IIPP Guide for Managers and Supervisors (IIPP-1) template, a
written program is created for each facility or workplace. A copy of the IIPP is maintained at
each worksite.

California Department of Corrections and Rehabilitation does not currently maintain a formal
IIPP but is developing an IIPP and a centralized safety program. Institution fire chiefs are
currently responsible for administering the safety program at each correctional and rehabilitation
institution.

Related Resources

Injury and lliness Prevention Program, CAL FIRE, January 2017.
http://calfireweb.fire.ca.gov/library/handbooks/1700/1701.pdf

This document describes the components of the agency’s IIPP and includes links to documents
and forms with supporting information.
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Handbooks, CAL FIRE, 2012.
http://calfireweb.fire.ca.gov/library/handbooks/
Scroll down to 1700, Safety, to see a series of template documents, procedures and exhibits.

Procedure 1701a, Injury and lliness Prevention Program Checklist, Handbook 1701, Injury
and lliness Prevention Program, CAL FIRE, undated.
http://calfireweb.fire.ca.gov/library/handbooks/1700/PROCEDURES 1701a.pdf

From the objective: Download and customize the IIPP Guide for Managers and Supervisors
(IPP-1) template to create a written program for each specific facility or workplace address.
Complete the checklist for all IIPP reviews and updates.

Procedure 1701b, Injury and lliness Prevention Program Review, Handbook 1701, Injury
and lliness Prevention Program, CAL FIRE, undated.
http://calfireweb.fire.ca.gov/library/handbooks/1700/PROCEDURES 1701b.pdf

From the objective: This sheet is completed each time the Injury and lliness Prevention Program
(IIPP) is reviewed or modified. A signed copy of this form shall be included in the workplace [IPP
to follow the last page of the IIPP-1 template.

Training Practices

The following summarizes how the two state agency respondents train employees regarding
safety:

CAL FIRE. The agency hosts periodic workshops and conducts annual training. In-house in-
person classes are offered in conjunction with annual safety conferences and new employee
orientation.

California Department of Corrections and Rehabilitation. The agency conducts annual
emergency procedures training for all staff. Some individual institutions may provide more
frequent general training. Specific safety training (for example, vehicle operation) is
conducted at individual institutions. In-house in-person and train the trainer classes are
offered, as is new employee orientation.

Related Resources

Handbooks, CAL FIRE, 2012.
http://calfireweb.fire.ca.gov/library/handbooks/
Scroll down to 4000, Training, to find a wide range of training-related materials.

Safety Education and Training, CAL FIRE, June 2017.
http://calfireweb.fire.ca.gov/library/handbooks/1700/1705.pdf

This document describes the agency’s training practices and requirements, and includes links to
related documents. Note that the links to “(DOC)” publications are not operational.
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Contacts

The individuals below participated in online surveys that gathered information for this

Preliminary Investigation.

State Departments of Transportation

Alabama

Sam Martin

Statewide Safety Coordinator
Alabama Department of Transportation
334-242-6919, martins@dot.state.al.us

Connecticut
Vicki Arpin
Administrator, Human Resources

Connecticut Department of Transportation
860-594-3100, vicki.arpin@ct.gov

Florida

Mark B. Eacker

Administrator, Occupational Safety and Health
Programs

Florida Department of Transportation
850-414-4176, mark.eacker@dot.state.fl.us

Georgia

Brian Robinson

Deputy Human Resources Director,
Employment Relations and Safety
Georgia Department of Transportation
404-631-1516, brobinson@dot.ga.gov

Idaho

Brenda Williams

Chief Human Resources Officer

Idaho Transportation Department
208-334-8010, brenda.williams@itd.idaho.gov

Illinois

Cheryl Neff

Manager, Occupational Safety and Health Unit
lllinois Department of Transportation
217-546-3766, cheryl.neff@illinois.gov
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Kentucky

Jolene Parris

Executive Director, Office of Human Resource
Management

Kentucky Transportation Cabinet
502-782-4769, jolene.parris@ky.gov

Louisiana

Haley Antee

Loss Prevention Director, Section 50
Louisiana Department of Transportation and
Development

225-242-4676, haley.antee@la.gov

Montana

Keni Grose

Administrator, Human Resources and
Occupational Safety Division

Montana Department of Transportation
406-444-6048, kgrose@mt.gov

New Mexico

Aaron Peinado

Management Analyst/Supervisor, Risk
Management Bureau

New Mexico Department of Transportation
505-795-2476, aaron.peinado@state.nm.us

North Dakota

Clyde Ereth

Safety Coordinator, Maintenance Division
North Dakota Department of Transportation
701-425-9867, caereth@nd.gov
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State Departments of Transportation

Ohio South Dakota

Brian Brown Carol Evans

Deputy Director, Division of Human Resources Safety Coordinator

Ohio Department of Transportation South Dakota Department of Transportation
614-466-5869, brian.brown@dot.ohio.gov 605-773-5059, carol.evans@state.sd.us
Oklahoma Texas

John Coleman Sam Salazar

Safety Manager, Human Resources Director, Occupational Safety Division
Oklahoma Department of Transportation Texas Department of Transportation
405-521-3870, jwcoleman@odot.org 512-416-3363, samuel.salazar@txdot.gov
Oregon Utah

David Solomon Christopher Mabey

Employee Safety Manager Manager, Safety and Risk Program
Oregon Department of Transportation Utah Department of Transportation
503-378-8513, 801-971-8381, mabey c@yahoo.com

david.solomon@odot.state.or.us

Wyoming

Pennsylvania Brian Foster

Melvin McMinn Manager, Human Resources

Division Chief, Employee Safety Wyoming Department of Transportation
Pennsylvania Department of Transportation 307-777-4485, brian.foster@wyo.gov
717-783-2683, mmcminn@pa.gov

South Carolina

Kenny Eargle

Director, Occupational Safety and Health
South Carolina Department of Transportation
803-737-1161, earglekb@scdot.org

California State Agencies

Mary Sue Paul

Associate Director, Human Resources

California Department of Corrections and Rehabilitation
916-323-0100, marysue.paul@cdcr.ca.gov

Curtis Brown

Safety Chief

California Department of Forestry and Fire Protection (CAL FIRE)
916-661-8808, curtis.brown@fire.ca.gov
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Appendix A: Survey Questions

Two surveys were distributed for this project: an initial survey that gathered most of the results
presented in this Preliminary Investigation and a brief follow-up survey that sought information
about online systems used to administer the safety and health program.

Initial Survey

The following survey was presented to members of the AASHTO Committee on Human
Resources and selected California state agencies. Note: Two sections of the survey were
provided to California state agencies only.

Organizational Structure

1. Please describe the oversight body responsible for coordinating your agency’s safety
program.

2. Which department or division in your agency is responsible for administering the safety
program?

3. If available, please provide a link to an organizational chart or other document that illustrates
the roles and responsibilities of agency staff, at all levels, responsible for overseeing or
ensuring compliance with your agency’s safety program. Send any files not available online
by email.

4. Are the roles and responsibilities for ensuring compliance with the safety program
decentralized in your agency? That is, are staff members in your agency’s
program/district/region offices responsible for some degree of compliance with your
agency’s overall safety program?

Decentralized Compliance With the Safety Program

Respondents who answered “No” to Question 4 above were presented with the following
questions about staffing and roles and responsibilities.

1. Please identify the staff positions outside the central office responsible for overseeing
compliance with some aspect of your agency’s safety program.

2. Please briefly describe these staff members’ roles and responsibilities.

Program Administration (for state departments of transportation only)

1. Please briefly describe how your agency documents safety-related processes and
procedures.

2. What tools or methods does your agency use to track staff compliance with safety program
requirements?

Communication

1. Please identify below the method(s) used to communicate to employees about your
agency’s safety program. Select all that apply.

o Web site.

e Email.

o Newsletter.

o Safety bulletins.
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o Staff meetings.
e Other (please describe).

2. How frequently does your agency hold safety meetings that are attended by central office
and program/district/region office staff members? Select all that apply.

e Never.

e Periodically, using no formal schedule.
e Monthly.

e Quarterly.

e Annually.

e Other (please describe).

3. How often does your agency distribute an agencywide safety manual to all employees?
Select all that apply.
e Never.
e Periodically, using no formal schedule.
¢ When the manual is updated.

e Monthly.
e Quarterly.
e Annually.

e Other (please describe).

4. Please describe the policies or practices your agency has found to be effective in creating
active interest, participation and accountability among staff members with regard to the
safety program.

5. Please describe any challenges your agency has experienced (and possibly overcome) in
communicating the importance of adherence to the safety program.

Injury and lliness Prevention Program (for California state agencies only)

Title 8, Section 3203 of the California Code of Regulations requires every employer to develop
and implement an effective Injury and lliness Prevention Program (IIPP).

1. Please describe how your agency fully involves all employees, supervisors and
management in ensuring compliance with the IIPP.

2. Please describe how your agency ensures that identified hazards are corrected in an
appropriate and timely manner.

3. Please describe how your agency provides effective training on the requirements of the
[IPP.

4. Please provide any additional information about your agency's monitoring efforts or other
practices to ensure compliance with the IIPP.

Training (for California state agencies only)

1. Please briefly describe how your agency trains employees regarding safety. (Below you'll be
asked to provide more details about the types of classes offered and frequency of training.)

2. What types of classes are provided in your agency’s training program? Select all that apply.
e In-house in-person classes.
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e In-house online courses.

e External online courses.

e Train the trainer classes.

e In-house classes delivered by a third party.

e External classes delivered by a third party.

¢ Annual safety conferences.

e Other (please describe).

3. How frequently do you provide training to employees in jobs that require safety training?
Select all that apply.

e New employee orientation.

e Monthly.
e Quarterly.
e Annually.

e Other (please describe) .

4. If available, please provide links that describe the safety-related training classes provided by
your agency. Send any files not available online by email.

Wrap-Up

1. If available, please provide links to other documents related to your agency’s safety program
and how it is administered. These might include a safety program manual, policies and
procedures to report and follow up on safety-related incidents, and samples of
communication related to the safety program. Send any files not available online by email.

2. Please use this space to provide any comments or additional information about your
answers above.

Follow-Up Survey

The following survey was distributed to individuals responding to the initial survey to gather
information about the online systems that agencies use to help administer the safety and health
program.

For All Respondents

Does your agency use an online system to help administer its employee-focused safety
program?

For Agencies Not Using an Online System

Does your agency have an interest in or plans to implement an online system to help administer
its safety program? If yes, please describe your agency’s interest in or plans for a new system.

For Agencies Using an Online System

System Description

1. What type of online system does your agency use in connection with its safety program?
Select all that apply.

e Enterprise (agencywide use).
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e Desktop-based (individual desktop use).
e Software developed in-house.
e Software developed by a vendor specifically for our agency.
e Commercial off-the-shelf (COTS) product.
e COTS product customized for agency use.
e Other (please specify).
2. What is the name of your agency’s system?

3. If your agency uses a commercial product, what are the names of the product and the
vendor?

4. If available, please provide links below to documentation relating to the online system. Send
any files not available online to Chris Kline at chris.kline@ctcandassociates.com.

System Features and Use

1. What features and functions are supported by your agency’s system (even if your agency is
not currently using them)? Select all that apply.
o Allows for a customized organizational structure.
e Allows for designation of roles.
e Generates user notifications.
e Produces standard reporting.
e Produces customized reporting.
o Offers tablet access.
e Offers smartphone access.

2. Please describe other features and functions of your agency's system that do not appear in
the list above.

3. Please describe the user actions the system supports. Select all that apply.
e Recording inspection data.
e Recording injuries/illnesses.
e Monitoring injuries/illnesses.
¢ Recording vehicle or equipment crashes/incidents.
e Monitoring vehicle or equipment crashes/incidents.
e Recording corrective actions.
¢ Monitoring corrective actions.
e Tracking training requirements.
e Generating reports (required OSHA reporting).
¢ Generating reports (other agency reporting).

4. Please describe other user actions your system supports that do not appear in the list above.

System Implementation and Costs

1. When did your agency implement the system?

2. How long did it take to implement the system?
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3. What was the total cost to implement the system?

4. What are the ongoing annual maintenance costs for the system?

System Assessment

1. Please indicate your agency’s level of satisfaction with each system characteristic listed
below using the rating scale of 1 = not at all satisfied to 5 = extremely satisfied.
e Ease of use.
o Flexibility.
o Reliability.
e Ability to customize.
e Reporting features.
e Opverall agency satisfaction with the system.

2. Please describe any challenges your agency has experienced in using the system.

3. Is your agency planning to make any changes to the current system or its use? If yes,
please describe the changes planned for the current system or its use.

Wrap-Up

Please use this space to provide any comments or additional information about your previous
responses.

Produced by CTC & Associates LLC
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FOR EMERGENCY FIRE,
LAW ENFORCEMENT OR
MEDICAL
NOTIFICATION
DIAL 9 + 9-1-1

GIVE THE FOLLOWING INFORMATION:

1. Type of emergency

2. Address (include cross streets)

3. Floor and room number

4. Your telephone number

Do not hang up first. Verify that the information was received and be ready
to give additional information.

5. Notify the Building Emergency Procedures Coordinator (BEPC) at:

Norine Occhipinti — 324-3826
or
Michael Day, Alternate BEPC — 323-0339

Emergency Planning and Management Unit 3 CDCR-HQ
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BUILDING AND MEDICAL CALL DIRECTORY
Organization Phone Number
1515 “S” Street Security Office Desk (916) 324-1285
Office of Correctional Safety (916) 327-3268
Division of Adult Parole Operations (916) 445-6200
Emergency Planning and Management Unit (916) 323-0339
Sacto. Fire Depart. Dispatch (non-emergency Admin. Office) (916) 228-3025
Sacto. Fire Depart. Courier (non-emergency Admin. Office) (916) 808-1300
Sacramento City Parks (916) 808-6060
California Highway Patrol (Non-emergency) 1-800-835-5247
Building Emergency Procedures Coordinators (BEPC)
Norine Occhipinti (916) 324-3826
Michael Day (Alternate) (916) 323-0339

Hospital (Emergency Room Phone Numbers)
Kaiser — 2025 Morse Avenue, Sacramento (916) 973-6600
Kaiser South — 6600 Bruceville Road, Elk Grove (916) 688-2535
Mercy General — 4001 J Street, Sacramento (916) 453-4428
Mercy San Juan — 6501 Coyle Avenue, Citrus Heights (916) 537-5000
UCD Medical Center — 2315 Stockton Blvd., Sacramento (916) 734-3790
Sutter General — 2801 L Street, Sacramento (916) 877-1130
Sutter Memorial — 5151 F Street, Sacramento (916) 733-1000
Workers’ Compensation Medical Provider
U.S. Healthworks Offices:

1675 Alhambra Blvd., Suite B, Sacramento (916) 451-4580

3680 Industrial Drive, Suite 550-H, West Sacramento (916) 373-7575

4700 Northgate Blvd., Suite 100, Sacramento (916) 929-6161

9261 Folsom Blvd., Suite 200, Sacramento (916) 364-1733
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CALIFORNIA DEPARTMENT OF CORRECTIONS AND REHABILITATION
EMERGENCY HANDBOOK

General Information

Purpose of the Plan

The purpose of the Emergency Handbook is to promote a safe work environment and establish a
continuing state of emergency preparedness for the protection of all employees during an
emergency.

Authority

The State of California has a responsibility to safeguard lives, protect the public, protect public
property, and provide for the continuity of government services. It is the California Department of
Corrections and Rehabilitation’s (CDCR) policy to meet these requirements and to promote a safe,
healthy, and secure working environment. These procedures comply with the California Code of
Regulations (CCR), Title 8, General Industry Safety Orders, §3220.

The Emergency Planning and Management Unit (EPMU), Office of Correctional Safety (OCS), has
oversight for departmental emergency preparedness, response, recovery, and mitigation functions.
EPMU serves as the single point of contact for CDCR related to emergency management issues
and coordinates the Department’s interaction with allied agencies. The California Highway Patrol
(CHP) has jurisdiction over those matters related to the security of State offices, property, and
occupants of State property pursuant to Government Code 14615(b).

Policy

It is imperative that all CDCR staff fully recognizes the need for, and complies with, all safety
measures, procedures, and policies designated to prevent injuries or accidents. It is every
employee’s responsibility to work together to identify and eliminate conditions and practices that
prevent the development and maintenance of a safe and healthy work environment, whether in the
field, at offsite offices, or at headquarters.

Emergency Notification

With regularly scheduled safety meetings, employee orientations, safety procedures, training
programs, and operations procedures, employees will be trained in identifying conditions that might
lead to a building emergency condition. Employees are instructed, as part of their training and
orientation, in the steps to take to prevent and report building emergencies when these conditions
are found to exist. During emergencies (i.e., fire, law enforcement, medical), employees shall
immediately request emergency assistance by dialing 9 + 911 and provide information as to the
type of assistance required.

Immediately after reporting the emergency, employees shall notify the Building Emergency
Procedures Coordinator (BEPC) at (916) 324-3826 or Alternate BEPC, at (916) 323-0339. This
notification enables the BEPC to activate the necessary building emergency plan.

In the case of a bomb threat, the Secretary or designee will make the decision whether or not to
evacuate the premises.

Emergency Planning and Management Unit 5 CDCR-HQ
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After Hours/Holiday Notification

In the event of an emergency during evenings, weekends, or holidays, employees shall request
emergency assistance by dialing 9 + 911 and provide information as to the type of assistance
required, i.e., fire, law enforcement, or medical. Employees should also contact building security at
(916) 324-1285.

Telephone Usage

During an emergency, employees may use the telephone for emergency calls only. The lines must
be kept available for emergency personnel and for communicating with staff throughout the
building.

Emergency Evacuation Drills
Emergency Evacuation Drills will take place annually, tentatively during the fall.

Responsibilities
Employees
Safety and health must be a part of every operation. An employee’s health and safety at the
workplace is an assigned responsibility for all employees at every level, and is equal to any other
work responsibility. If you require assistance in evacuating, please notify your supervisor and/or a
safety team member.

Managers/Supervisors

The prevention of workplace accidents and ilinesses is a supervisory responsibility. All managers
and supervisors shall be accountable for employee injuries or illnesses that occur in the workplace.
Managers and supervisors are responsible for ensuring a safe workplace for employees and
visitors. Managers and supervisors are to ensure that all employees possess a general knowledge
of the Emergency Procedures Handbook and are familiar with its contents. It is the responsibility
of each manager to recruit emergency staff and to maintain an accurate roster of staff on a
monthly basis.

In the event of an evacuation, and as part of their supervisory responsibilities, each supervisor has
a duty to ensure that all personnel are evacuated from the building in a timely and safe manner
and staged by the designated building/floor sign carrier. Managers and supervisors will account
for all assigned staff at the evacuation assembly site using the Supervisor's Evacuation Roster
Form (Attachment E) and provide completed rosters to the designated Floor Warden. To expedite
the process, this form should be filled out in advance with the names of the employees for whom
each supervisor/manager is responsible.

Emergency Planning and Management Unit
e Approves the Emergency Plans for 1515 S Street complex and advises facilities management
office in the preparation of plans for Headquarters and each satellite office.

e Senior management assigns a Building Emergency Procedures Coordinator (BEPC) to direct
the activities of the building occupants during an emergency until the arrival of fire, law
enforcement, or medical personnel.

e Contacts Office of Safety Services at CHP.
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Building Emergency Procedures Coordinator (BEPC)

Each facility must have a Building Emergency Procedures Coordinator (BEPC) assigned to the
facility and an alternate. The BEPC directs all emergency operations from the Command Center
located in the North Building, Leasing and Property Management Branch, Room 110N. If
necessary, the Command Center shall be located at an alternate site to be determined by the
BEPC. The BEPC is the appropriate contact person for explanation of all emergency evacuation
duties under this Plan. The BEPC is responsible for the following duties

e Serves as the emergency coordinator for the facility. Must be knowledgeable of the contents of
this Emergency Procedures Handbook.

e Ensures all accurate emergency evacuation maps and emergency evacuation team rosters are
in place and kept updated.

e Provides training to emergency evacuation team members on their roles and responsibilities in
the event of an emergency.

e Activates the Emergency Action Plan as outlined in this Handbook, as necessary. Facilitates
emergency evacuation events from a centralized command center.

¢ Notifies the Floor Wardens if a Disabled Person Monitor is needed to assist any disabled
person(s) during an evacuation. Ensures the disabled person(s) has the appropriate
assistance needed.

e Recruits staff, on an as needed basis, to serve as Messengers and or Assembly Area
Recorders.

Emergency Floor Personnel

Employees serve as Emergency Floor Personnel under the direction of the BEPC. These
employees act as Floor Wardens and Monitors for Zones, Stairwells, Elevators, Restrooms, and
Disabled Persons. Additional roles include Relocation Site Monitors, Messengers, and Sign
Carriers. Optional roles include Street Guards. All Emergency Floor Personnel are instructed to
respond to emergency situations and manage the evacuation of the building occupants. Alternates
are required for all major Emergency Floor Personnel.
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Floor Wardens

Floor Wardens are responsible for the following duties:

e Coordinate all emergency actions on an assigned floor upon notification from the BEPC or an
alarm.

e Direct the evacuation of employees during fires and other emergencies by stationing oneself in
front of the floor elevators.

e Notify the BEPC about emergency conditions.

e Release Emergency Team members once all Monitors have reported total evacuation.

e Advise the BEPC if disabled person(s) needs assistance evacuating by trained personnel.
e Report the completed floor evacuation to the BEPC after disabled person(s) is evacuated.

e Collect the Supervisor's Evacuation Roster forms at the evacuation assembly area and assign
a Messenger to deliver them to the BEPC.

e Assign and maintain a current roster of emergency team members for your floor. Post current
roster and evacuation floor map on bulletin boards and other strategic locations.

e Direct the managers and supervisors on their floor to initiate a cursory employee search of their
immediate work area during bomb threats.

e Direct their Emergency Team members to search all public areas on their floor to include lobby,
elevators, storage rooms, restrooms, stairwells, and evacuation routes.

e Report the results of the search to the BEPC.

Zone Monitors

Zone Monitors are responsible for the following duties:

¢ Announce and begin the evacuation of his/her area of responsibility upon notification from the
Floor Warden or an alarm.

e Place a green Avery sticker on doors to indicate a room/area has been cleared. Place a red
Avery sticker on doors to indicate a room/area is locked and not accessible. The Fire
Department will handle this.

e Report to the Floor Warden when all employees have evacuated the area and report to the
evacuation assembly area when released by the Floor Warden.

e Assist the Floor Warden as requested during all evacuations.
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Stairwell Monitors

Stairwell Monitors are responsible for the following duties:

Determine whether stairs are a safe means of exit during an emergency.

Report condition to the Floor Warden, await instructions, and discourage use if stairwell is
unsafe.

Direct the orderly evacuation of employees when descending down the stairs.
Remain until floor is completely evacuated.

Leave the floor when released by the Floor Warden by closing the exit/stairwell door and exiting
to the evacuation assembly area.

Assist the Floor Warden as requested during all evacuations.

Elevator Monitors

Elevator Monitors are responsible for the following duties:

Ensure that employees do not wait for, or use, elevators during an evacuation.
Direct employees to use stairwells.
Remain until floor is completely evacuated.

Leave the floor when released by the Floor Warden using the nearest stairwell exiting to the
evacuation assembly area.

Assist the Floor Warden as requested during all evacuations.

Place a green Avery sticker on all elevator doors to indicate that the elevator has been cleared.

Restroom Monitors

Ensure that restrooms are vacated; do not allow employees to enter restrooms during an
evacuation.

Direct employees to evacuate the building via the nearest approved evacuation exit.
Leave the floor when released by the Floor Warden using the nearest exit; report to the
evacuation assembly area.

Assist the Floor Warden as requested during all evacuations.

Place a green Avery sticker on all restroom doors to indicate it has been cleared.
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Disabled Person Monitors

Disabled Person Monitors (DPM) are responsible for the following duties:

e Accompany disabled person(s) to a safe area, (outer stairwell/exit landings) during evacuations.
e Provide assistance to disabled person(s) as necessary.

e Report location and type of assistance needed for evacuation to the Floor Warden.

e Remain with the disabled person(s) until released by the Floor Warden.

e Leave the floor when released by the Floor Warden using the stairwell and exiting to the
evacuation assembly area.

e Assist the Floor Warden as requested during all evacuations.

It should be stressed to all building occupants that, in the event of an emergency, should they
encounter a person in need of assistance, that they should offer assistance to that individual
provided that it does not endanger the personal safety or health of either. If they are unable to
assist, they should immediately notify the Zone Monitor and/or Floor Warden of the disabled
person’s location and need for assistance.

If a disabled employee is unable to exit the building unassisted, the Zone Monitor will immediately
notify the Floor Warden or emergency response personnel of the individual's location. Unless
imminent life-threatening conditions exist in the immediate area, relocation of the individual should
be limited to a safe location in close proximity to an evacuation stairwell or exit. Transporting of
disabled individuals up or down stairwells should be avoided until trained emergency response
personnel have arrived.

NOTE: During an evacuation drill, the BEPC will notify the Floor Wardens that the DPMs
need only to assist the disabled person(s) to a safe area (outer stairwell/exit landings).
Upon report that the floor is cleared, the DPMs should stage in place and stay with the
disabled person for the duration of the drill. The Sacramento City Fire Department will also
be responsible to assist as needed.

The Emergency Evacuation Assistance Request Form (Attachment D) must be
completed by the disabled person and a copy provided to their supervisor. The original will
then be given to the Floor Warden of their floor. The Floor Warden will notify the DPM of
any disabled staff that are on their respective floor.
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Relocation Site Monitor

e Directs staff on which way to exit the building during the evacuation process.

Messenger

e Relay all immportant messages to all members of the emergency evacuation team.

Sign Carrier

e Obtain the sign for their designated building and floor and leads the evacuation to Fremont
Park.

e Hold the sign throughout the duration of the evacuation. Staff will assemble by their designated
building/floor sign carrier.

Street Guard (optional)

e Serve as monitors for crossing streets on the way to the designated assembly area.

REQUIRED EQUIPMENT

1. Bullhorns

2. Helmets

a. White — BEPC (Command Center)
b. Yellow — Floor Wardens

c. Orange — Zone Monitors

d. Red - Stairwell and Restroom Monitors
e. Blue — Disabled Persons Monitors
f. Green — Elevator Monitors
Orange mesh vests

2-way hand-held radios

Chargers for radios

Flashlights

Batteries for Flashlights
Building/Floor Signs

. Red and green Avery colored stickers
10. Clipboards

11. Pens/Pencils

12. Paper or sticky notes

©COoNOO W
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TRAINING

All 1515 S Street employers will provide information to the employee on how to protect themselves
in the event of an emergency upon:

1. Their initial employment,
2. When the employee’s responsibilities change,
3. When the plan has changed.

Those staff who elect to become an emergency team member will receive additional training on
how to safely evacuate employees.

RESCUE AND MEDICAL DUTIES

Call 9 + 911 for ALL Emergencies
Employee Procedures for Medical Emergency
1. Yell or alert others for assistance.

2. Activate emergency services by dialing 9 + 911; provide the following information to the 911
Dispatcher:

a) ldentify yourself as a State agency
b) Your name and telephone number

c) Location of the emergency
v Physical address of the emergency
v Cross streets
v Exact location within the building (i.e., floor and room number)

d) The extent of accident, illness, or injury and number of people involved. Provide
symptoms and severity of the problem, if known.

IMPORTANT:
e Stay on the phone with the 911 Dispatcher until emergency personnel arrive.
e Follow the instructions of the 911 Dispatcher.

3. If other personnel are present, send another employee or bystander to the building entrance
to direct emergency personnel to the scene.

4. |If trained, begin first aid or life support in accordance with training if it will not present harm
to yourself or others.

5. Cooperate with emergency personnel.
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6. Notify your supervisor/manager, the BEPC and/or BEPC, and building security of the
situation.

Note: Managers must immediately report all serious injuries or illnesses to Cal/OSHA by
telephone when the work-related injury or illness: 1) results in death, 2) causes an employee
to be hospitalized for more than 24 hours, 3) involves loss of any member of the body, or 4)
the employee suffers a serious permanent disfigurement. (CCR, Title 8, §342a)

First Aid and/or Cardiopulmonary Resuscitation (CPR)

Only individuals with training should provide first aid or CPR assistance and should consider the
following prior to administering assistance:

v Is immediate action needed in order to save a life?

v" Will | place myself or others in harm or jeopardy?

Note: First aid is minor care only...do not jeopardize your health or the health of the
patient. Wait for professional help if you are not able to provide first aid or CPR safely,

are not properly trained in first aid or CPR, or if your certification has expired.

If trained in CPR, initiate first aid action as needed:
e Establish Airway
Check for Breathing
Check for Circulation
Start ventilation or CPR, if necessary
Do not allow the patient to move
Keep the patient from going into shock by maintaining body temperature and elevating the
lower extremities, if possible

Automated External Defibrillator (AED) Please Note: Currently there are no Automated
External Defibrillators operational at the 1515 “S” Street Location.

Sudden cardiac arrest occurs when the heart stops pumping blood to the body. This condition is
most often due to an abnormal heart rhythm referred to as ventricular fibrillation. A normal rhythm
can be reestablished by providing an electrical shock to the heart. An automated external
defibrillator (AED) is a device designed to analyze the victim's heart rhythm and notify the user
when to deliver a potentially life-saving shock.

Managers are to ensure that their employees are made aware of AED locations in their facility, if
applicable. AED units are stored in wall-mounted cabinets and should be identified by appropriate
signage. A current list of trained designated responders should be posted near each AED cabinet.

Only those individuals who are designated responders, and who have successfully completed an
approved CPR and AED training program in compliance with regulations adopted by the State
Emergency Medical Services Authority and the standards of the American Heart Association, shall
respond to and operate an AED unit. The designated responder must be familiar with the CDCR
AED guide and adhere to its protocols.

If not trained, wait for Emergency Personnel to arrive.
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FIRE ALARM SYSTEM

The fire alarm at 1515 S Street will be activated in the event of an emergency evacuation. This is
clearly audible and recognizable as a signal to evacuate the work area. Once the alarm is
activated, the emergency evacuation team should deploy and follow the emergency procedures as

stated below:
EVACUATION A Ny

1. When evacuation is necessary, all employees will immediately leave the building by the nearest
exit or as advised. Emergency personnel will direct employees to the evacuation assembly
area located 1 block north at Fremont Park and ensure that evacuation instructions are being
followed.

2. Evacuation of a disabled person(s) will take place by having the two Disabled Person Monitors
assist the disabled person(s) to a safe area (outer stairwell/exit). One monitor will remain with
the disabled person(s) while the second will report the situation to the Floor Warden. The Floor
Warden will notify the BEPC. Fire department personnel will be available to assist.

3. During the evacuation, employees should walk, remove high heels, grasp handrails, remain
quiet, and follow all other emergency instructions. While walking to the evacuation assembly
area, employees will follow all pedestrian traffic signals or Evacuation Directors when crossing
city streets. Employees are to exercise extreme caution when crossing the Light Rail Tracks.

4. Depending on the exit used, employees will gather at the predetermined evacuation assembly
area unless otherwise instructed.

5. Supervisors are responsible to account for all staff assigned to their unit. Supervisors must
report that all staff is/is not accounted for to the Floor Warden upon his/her arrival at the
evacuation assembly area. Supervisors will use the Supervisor's Evacuation Roster form
(Attachment E). To expedite the process, this form should be filled out in advance with the
employees’ names assigned to each supervisor.

6. Floor Wardens will inspect their area of responsibility to ensure that personnel have evacuated
safely and report this fact to the BEPC.

7. The Command Post staff, located in Room 110N, will oversee the evacuation.

8. When the all clear has been given signaling the end of the evacuation, the BEPC will advise
employees to return to the building.

NOTE: For safety and accountability purposes, the parking garage shall not
be used as an area of refuge, nor shall employees use drills / exercises as an
opportunity to leave the work site.
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FIRE

UPON DISCOVERING FIRE OR SMOKE:

9. Dial 9 + 911 immediately and state the following:

a) | am reporting a fire (give brief description).

b) My address is

C) Cross streets are :

d) The fireisonthe __ Floor, Room # ___, (North/South) Building.

e) My name and callback number is

DO NOT HANG UP - FIRST, VERIFY THE INFORMATION WAS RECEIVED.

10.

Move away from the fire area, close doors and windows to contain smoke and fire, and alert
others nearby.

Note: Employees should only attempt to extinguish small fires that can be  safely

contained. If the fire has been extinguished, follow steps one through five.

Notify the BEPC or the Alternate BEPC.

11.

12.

13.

14.

15.

16.

The BEPC will dispatch messengers to meet and direct the Fire Department personnel to the
fire location.

The evacuation will begin upon the fire alarm activation.

Evacuate the building and report to your designated meeting area within your group by
unit/division for the purpose of accounting for personnel.

The Floor Wardens will direct the evacuation of employees upon notification from the BEPC
or an alarm.

The Floor Wardens will release their team members and report to the BEPC after their floors
have been evacuated.

The Floor Wardens will go to the evacuation assembly area and collect the Supervisor’s
Evacuation Roster forms and have them delivered to the BEPC.

Do not re-enter the area until directed by emergency personnel
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EXPLOSIONS

In the event of an explosion in the building, such as one caused by leaking gas,
faulty boilers, or explosives, employees should take the following actions:

1. Take cover under desks, tables, or other similar objects that give protection against glass or
debris.

2. Dial 9 + 911 for fire, medical, and law enforcement protection.
3. Notify the BEPC or the Alternate BEPC.

4. After the effects of the explosion have subsided, the BEPC, CHP, or Fire Department will
determine whether evacuation is necessary.

5. If evacuation is ordered, follow evacuation procedures.

Do not re-enter the area until directed by emergency personnel
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HAZARDOUS MATERIALS

A hazardous spill of any size may present a threat to health or safety and give off

toxic fumes. An accident resulting in a spill of hazardous materials on the premises

will generally involve materials used at the facility. Material Safety Data Sheets (MSDS) should be
available for all chemical materials and kept in the building near where the chemical is stored.
Users should be familiar with the MSDS, any precautions, or special procedures to follow in the
event of emergency.

In the event of a hazardous spills, releases or incidents, take the following actions:

1. Secure the area. If safe to do so, shut down equipment and secure vital records.
2. Notify your supervisor.

3. As required by law, report the spill by contacting the Governor’s Office of Emergency Services,
California State Warning Center at (916) 845-8911.

4. Contact building management and the BEPC.

5. The size and scope of the spill may require contacting the CHP and fire department. Call 9 +
911 to report the incident and give the dispatcher the following information:

a. Your name, telephone number, and location.
b. Time and type of incident.

c. Name and quantity of the material, if known.
d. Extent of injuries or damage, if any.

6. Evacuate the affected area at once and seal it off to prevent further contamination of others
until the arrival of emergency personnel.

7. Anyone who is contaminated by the spill should wash off the contamination and remain in the
vicinity, and give his/her name to the emergency personnel. If needed, first aid shall be started
immediately.

8. No effort to contain or clean up spills and or releases should be made except by individuals
trained in the proper methods to do so.

9. Take appropriate steps to make sure no one evacuates through the contaminated area.

Do not re-enter the area until directed by emergency personnel

Emergency Planning and Management Unit 17 CDCR-HQ





California Department of Corrections and Rehabilitation

Emergency Procedures Handbook July 2016

During a demonstration or civil disturbance:
1.

2.

DEMONSTRATIONS

Stay in the building.

Continue business as usual and do not become part of the problem.

Obtain as much useful information about the demonstration as possible.

If peacekeeping authorities are not present, call the CHP at 1-800-835-5247.
Notify the BEPC or the Alternate BEPC.

The BEPC will:

a) Post Monitors at exits nearest demonstrators to redirect building occupants away from the
demonstration.

b) Take steps to limit or prevent access of unauthorized persons into restricted areas.

Note: Most demonstrations are peaceful, but be alert for any quick mood changes.
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In the event of an earthquake:

EARTHQUAKES

1.

2.

Remain calm.

IF INSIDE, DO NOT LEAVE. Take shelter under sturdy tables, desks, doorways or similar
protected places. Stay away from overhead fixtures, windows, skylights, filing cabinets, and
bookcases.

In an elevator, take cover against the interior wall until the elevator stops, and then get out on
the nearest floor.

In a hallway or corridor, brace yourself against the wall or duck down, covering your head with
your arms.

Await emergency instructions.

If OUTDOORS, move into a doorway if close by, or move to an open area away from falling
objects.

When driving, do not stop on, or under a bridge or overpass. Pull to the side of the road, stay
in the vehicle, and monitor emergency radio broadcasts.

After the shaking stops:

1.

2.

Check persons around you for injuries and provide assistance where possible.
Expect aftershocks and beware of falling debris or electrical wires.

Do not use the telephone except for emergency assistance.

Do not use elevators.

Follow all emergency instructions. If instructed, evacuate according to procedures and gather
at the evacuation assembly area for further instruction.

Do not smoke near the building.

Do not re-enter the area until directed by emergency personnel
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BOMB THREATS

Policy:

Employees receiving a bomb threat are to immediately advise their supervisor. The
Supervisor will notify the BEPC or the Alternate BEPC.

The BEPC will notify the CHP, the Emergency Planning and Management Unit (EPMU), and the
Secretary’s Office. Together, these units will evaluate the threat and make their recommendation
to the Secretary, or designee, regarding whether or not an evacuation is warranted. The Secretary
or designee will decide whether or not to evacuate.

Bombs threats received by Telephone:

KEEP THE CALLER ON THE TELEPHONE AS LONG AS POSSIBLE

Record the following:

Date and time of call.

Exact words of caller (or as close as possible).

Sex and approximate age of caller.

Describe caller's voice (calm, stressed, slow, deep, crying, sincere, angry, rapid, excited,
normal, etc.)

Any background noises.

e Time call concluded.

Ask the following questions (ask questions to keep caller on the line):

When is the bomb going to explode?
Where is the bomb?

What does it look like?

What will cause it to explode?

Did you place the bomb and why?

Where are you calling from?

What is your address?

What is your name and telephone number?

Bomb Threats Received by Mail:

If a written threat is received by mail, employees should:

e Safeguard the object (letter, envelope, or package) as evidence and DO NOT handle any
further.

e Notify the BEPC or the Alternate BEPC.

The BEPC will notify the CHP and EPMU.
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BOMB THREAT
BOMB THREAT CHECKLIST

PROCEDURES

This quick reference checklist is designed to help employees and decision makers of DATE: TIME:
commercial facilities, schools, etc. respond to a bomb threat in an orderly and con-

trolled manner with the first responders and other stakeholders.
TIME CALLER PHONE NUMBER WHERE

Most bomb threats are received by phone. Bomb threats are serious until proven HUNG UP: CALL RECEIVED:
otherwise. Act quickly, but remain calm and obtain information with the checklist on
the reverse of this card.

If a bomb threat is received by phone:

1. Remain calm. Keep the caller on the line for as long as possible. DO NOT HANG ® Where is the bomb located?
UP, even if the caller does. (building, floor, room, etc.)

2. Listen carefully. Be polite and show interest.

ill i ?
3. Try to keep the caller talking to learn more information. ® When wil it go off?

4. If possible, write a note to a colleague to call the authorities or, as soon as the ® What does it look like?
caller hangs up, immediately notify them yourself.

5. If your phone has a display, copy the number and/or letters on the window display. ® What kind of bomb is it?

6. Complete the Bomb Threat Checklist immediately. Write down as much detail as

. i i ?
you can remember. Try to get exact words. What will make it explode?

7. Immediately upon termination of call, DO NOT HANG UP, but from a different ® Did you place the bomb? Yes No
phone, contact authorities immediately with information and await instructions.
® Why?
If a bomb threat is received by handwritten note: y
e Call ® What is your name?

® Handle note as minimally as possible. Exact Words of Threat:
If a bomb threat is received by e-mail:

e Call

® Do not delete the message.

Signs of a suspicious package:

Information About Caller:

® No return address ® Poorly handwritten
e Excessive postage e Misspelled words ® Where is the caller located? (background/level of noise)
e Stains e Incorrect titles ¢ Estimated age:
. ® |s voice familiar? If so, who does it sound like?
® Strange odor ® Foreign postage
® Other points:
® Strange sounds ® Restrictive notes
Caller’s Voice Background Sounds Threat Language
® Unexpected delivery [] Female [ Animal noises [ Incoherent
[l Male [l House noises [l Message read
* Refer to your local bomb threat emergency response plan [ Accent [J Kitchen noises [J Taped message
for evacuation criteria [l Angry [l Street noises [ Irrational
[l Calm [l Booth [l Profane
DO NOT: [l Clearing throat [l PA system [l Well-spoken
® Use two-way radios or cellular phone. Radio signals have the potential to detonate -/ Coughing -/ Conversation
[1 Cracking voice [l Music
a bomb.
1 Crying ] Motor
® Touch or move a suspicious package. [ Deep [ Clear
[l Deep breathing [ Static
[l Disguised [l Office machinery
[l Distinct [ Factory machinery
WHO TO CONTACT (Select One) - Bxoited . Local
[l Laughter [l Long Distance
[ Lisp
911 7 Loud Other Information:
Follow your local guidelines 0 Nasal
[l Normal
For more information about this form contact the DHS Office - Ragged
for Bombing Prevention at OBP@dhs.gov [l Rapid
SIRRTi [] Raspy
=S8 H 1 d [] Slow
i\/f omeian O Slured
2\ ==Y S 8 2014 7 Soft
5 /& 0
%‘mn st""* ecurlty [] Stutter
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BOMB SEARCH

It has been determined that the safest and most effective method for handling a

bomb threat is to institute an occupant search immediately after receipt of the Z
threat. The employee search is critical, since this is the most effective method of

locating a foreign or suspicious object in any given area.

NOTE: YOU ARE LOOKING FOR SOMETHING THAT SHOULD NOT BE THERE!

When notified, Floor Wardens will inform the managers and supervisors on their floor to initiate an
employee search.

Employee Search:

Employees make a visual scan of their common areas at the direction of their supervisor.
Employees are only looking for something that should not be there.

NOTE: Employees are advised not to use two-way radios and cellular phones during the search.

What to look for:

e Look for the unusual or something that appears to be out of place

¢ Anything that does not belong, or whose nature and presence cannot be adequately explained,
IS a suspicious object.

e Most bombs DO NOT look like bombs. Explosives may be packaged in a variety of innocent
looking containers such as a box (shoe, cigar, etc.), grocery bag, athletic bag, airline flight bag,
briefcase, etc.

When a suspicious object is located:

e |T SHOULD NOT BE TOUCHED OR DISTURBED IN ANY MANNER!
e Attempt to locate a possible owner in the immediate vicinity.

Notify your supervisor and Floor Warden immediately. The supervisor will notify the BEPC or
the Alternate BEPC.

e Evacuate the immediate area; if possible, leave doors and windows open.

e Remember: Never move suspicious packages! Move the people away from the suspicious
package.

Do not re-enter the area until directed by emergency personnel
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Floor Warden Team Search:

While the employee search is progressing, the Floor Wardens will direct his/her team members to
make a cursory search of all public areas on their floor including lobby, elevators, storage rooms,
restrooms, hallways, stairwells, and evacuation routes.

Building Emergency Procedures Coordinator (BEPC) Search:

The BEPC will direct the search of those areas assigned to the building owner such as
maintenance and equipment storage areas, rooftop, garage, and outside areas. The Office of
Correctional Safety’s Emergency Operations Unit and the CHP may assist in this search.

After the Search:

After each area has been searched, the Floor Wardens will report their results to the BEPC or the
Alternate BEPC. When the all clear is given, the BEPC will allow staff to return.
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WEAPON / ASSAULT / ACTIVE SHOOTER

Weapon:

If a person appears with a weapon, employees should take the following actions:
1. Seek cover or leave the room.
2. Dial 9 + 911 and state the following:

a) There is a person with a weapon.

b) My address is , Cross streets are
c) Give a description of the person and weapon.
d) Give suspect’s present location and status.

e) My name and callback number is

3. Warn others in the immediate vicinity.

4. Close doors and alert others to do the same. Stay in a protected area.

5. Notify the BEPC or the Alternate and call the Office of Correctional Safety.

Assault:

If an assault occurs, employees should take the following actions:

1. Dial 9 + 911 and state the following:
a) There has been an assault. Give immediate needs (ambulance/police) and your location in

the building.

b) My address is , Cross Streets are
c) Give description of person(s) and type of weapon.

d) Give suspect’s present location and status.
e) My name and callback number is

2. If subject remains in the area, stay on the telephone until person(s) leaves.

3. For injuries, summon assistance.

4. Notify the BEPC or the Alternate BEPC and call the Office of Correctional Safety.
4. Send someone to meet the emergency response team.

5. The CHP may need additional information from the involved employees. When it is safe to do
so, those involved should proceed to the Command Post if it is activated.
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Active Shooter:

When an active shooter is in your vicinity:
1. Run
a. Have an escape route and plan in mind
b. Leave your belongings behind
c. Keep your hands visible
2. Hide
a. Hide in an area out of the shooter’s view
b. Block entry to your hiding place and lock doors
c. Silence your cell phone and/or pager
3. Fight
a. As a last resort and only when your life is in imminent danger
b. Attempt to incapacitate the shooter
c. Act with physical aggression and throw items at the active shooter
CALL 911 WHEN IT IS SAFE TO DO SO
When Law Enforcement Arrives:
1. Remain calm and follow instructions
2. Put down any items in your hands (i.e., bags, jackets)
3. Raise hands and spread fingers
4. Keep hands visible at all times
5. Avoid quick movements toward officers such as holding on to them for safety
6. Avoid pointing, screaming or yelling
7. Do not stop to ask officers for help or direction when evacuating
You should provide to Law Enforcement or 911 Operator:
1. Location of the active shooter
2. Number of shooters

3. Number and type of weapons held by shooters

4. Number of potential victims at the location
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If a hostage incident develops, employees should take the following actions:

1.

2.

HOSTAGE

Do not panic — cooperate as necessary.
Attempt to quietly escape WITHOUT taking any risks.
Move away from the area and dial 9 + 911. Report the following:

a) There is a possible hostage incident.

b) My address is , Cross streets are

c) Give number of suspects, description and location.
d) Give description of weapons.

e) Give number of employees held.
f) My name and callback number is

Notify the BEPC or the Alternate BEPC and call the Office of Correctional Safety.

When safe, the people involved or those closest to the incident should proceed to the
Command Post and provide any information that may aid the CHP.

If safe to do so, nearby offices should be evacuated, and all other employees should move
quietly out of the area.

Notify the BEPC of any evacuations or changes.
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FLOOD

For Sudden, Severe Flooding:

1.

Evacuate all office spaces immediately and relocate to an elevated safe place. If you have a
portable radio, take it with you.

The BEPC will seek direction from the Emergency Planning and Management Unit (EPMU) and
provide further direction.

Action for Slow Flooding:

1.

Timing and estimated depth of the flooding should be made available to the BEPC by the
EPMU, CHP, and/or other local authority.

. The BEPC will evaluate the expected results of the flooding and determine, along with EPMU

and CHP, and/or other authorities, the appropriate actions to be taken.

Services to the public may be suspended long enough to resolve problems caused by the
flooding and/or as advised by CHP, and/or other authorities.

Damage Prevention:

The BEPC and other appropriate personnel must take immediate action to prevent or lessen
damage:

1.

2.

Shut down all power and utilities as soon as possible.
Remove records and supplies whenever possible from danger areas.

Cooperate with CHP, co-workers, and emergency authorities to take appropriate action as soon
as possible.

Each office should develop a plan ahead of time and make all staff aware of procedures.

Cover computers, typewriters, calculators, and other equipment with plastic covers if possible to
prevent or lessen water damage.

Move records and files to dry locations if time permits.
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NUCLEAR THREAT

In the event of blackmail, threats, or attacks involving radioactive materials or
nuclear weapons, employees should take the following actions:

1. Immediately report these types of threats to your supervisor and to the CHP by dialing 9 + 911.

2. Notify the BEPC or the Alternate BEPC.

POWER OUTAGE

WHEN A POWER OUTAGE OCCURS:

1. Floor Wardens will assemble their team members at the floor’s elevator lobby.
2. Floor Wardens will take the following actions:
a) Check the elevators for trapped individuals.

b) Send a team member with the elevator results (either positive or negative) to the Command
Center located in the North Building, Room 110.

c) Assign team members to check the restrooms for injured individuals.
d) Assign team members to illuminate the stairwell door exits using their flashlights.

e) Advise employees to turn off their computers and any other unnecessary power appliance,
i.e., desk lamps, fans, or heaters, in preparation for power restoration.
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Building Evacuation Routes

|=| ® | South Building
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ATTACHMENT B
Fremont Park Evacuation Assembly Areas
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California Department of Corrections
1515 S Street
Sacramento, CA 95814

EMERGENCY EVACUATION ASSISTANCE REQUEST

Employee Information

1. Employee Name (last, first) 2. Civil Service Classification 3. Date

4. Office/Unit/Branch

5. Physical Work Address (Street Address/City/State/ZIP Code)

| require the following assistance in the event of an emergency evacuation: (provide a brief description of the nature of
assistance required, i.e. | use a walker and will need assistance walking down the stairs):

As a part of the emergency evacuation plan, employees who require assistance will be assigned a partner/buddy to
assist them in the event of an emergency evacuation. If you have a co-worker who is willing to act as your
partner/buddy and receive emergency evacuation training please list the co-worker's name and work number.

Name: Work Phone Number:

*If you do not designate an emergency evacuation partner/buddy, someone will be assigned to you.

| understand that information regarding my need for emergency evacuation assistance is confidential. However, |
further understand that by voluntarily identifying myself as someone who requires such assistance, relevant
information regarding my need for assistance will be shared with emergency response personnel, emergency
coordinators, floor wardens, building security officials, and colleagues who have volunteered to act as my emergency
evacuation partner/buddy.

Signature of employee requesting assistance Date

Please return completed form to your supervisor/manager
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Supervisor’s Evacuation Roster

FLOOR: SUPERVISOR’S

NAME:
UNIT: ROOM NUMBER:
NUMBER OF ASSIGNED STAFF: DATE:

Supervisors are responsible to account for all staff assigned to their unit. Use this roster to indicate those persons
assigned to your unit and their status at the designated assembly area in the event of an emergency evacuation.
The completed roster must be given to the Floor Warden upon their arrival at the evacuation assembly

area.

EMPLOYEE OFFSITE ACCOUNTED UNACCOUNTED
NAME FOR FOR

NOTE: Please indicate any personnel requiring assistance.

33





		dhs-bomb-threat-checklist-2014-508

		Draft 2016 EMERGENCY PROCEDURES HANDBOOK





<<

  /ASCII85EncodePages false

  /AllowTransparency false

  /AutoPositionEPSFiles true

  /AutoRotatePages /None

  /Binding /Left

  /CalGrayProfile (Dot Gain 20%)

  /CalRGBProfile (sRGB IEC61966-2.1)

  /CalCMYKProfile (U.S. Web Coated \050SWOP\051 v2)

  /sRGBProfile (sRGB IEC61966-2.1)

  /CannotEmbedFontPolicy /Error

  /CompatibilityLevel 1.4

  /CompressObjects /Tags

  /CompressPages true

  /ConvertImagesToIndexed true

  /PassThroughJPEGImages true

  /CreateJobTicket false

  /DefaultRenderingIntent /Default

  /DetectBlends true

  /DetectCurves 0.0000

  /ColorConversionStrategy /CMYK

  /DoThumbnails false

  /EmbedAllFonts true

  /EmbedOpenType false

  /ParseICCProfilesInComments true

  /EmbedJobOptions true

  /DSCReportingLevel 0

  /EmitDSCWarnings false

  /EndPage -1

  /ImageMemory 1048576

  /LockDistillerParams false

  /MaxSubsetPct 100

  /Optimize true

  /OPM 1

  /ParseDSCComments true

  /ParseDSCCommentsForDocInfo true

  /PreserveCopyPage true

  /PreserveDICMYKValues true

  /PreserveEPSInfo true

  /PreserveFlatness true

  /PreserveHalftoneInfo false

  /PreserveOPIComments true

  /PreserveOverprintSettings true

  /StartPage 1

  /SubsetFonts true

  /TransferFunctionInfo /Apply

  /UCRandBGInfo /Preserve

  /UsePrologue false

  /ColorSettingsFile ()

  /AlwaysEmbed [ true

  ]

  /NeverEmbed [ true

  ]

  /AntiAliasColorImages false

  /CropColorImages true

  /ColorImageMinResolution 300

  /ColorImageMinResolutionPolicy /OK

  /DownsampleColorImages true

  /ColorImageDownsampleType /Bicubic

  /ColorImageResolution 300

  /ColorImageDepth -1

  /ColorImageMinDownsampleDepth 1

  /ColorImageDownsampleThreshold 1.50000

  /EncodeColorImages true

  /ColorImageFilter /DCTEncode

  /AutoFilterColorImages true

  /ColorImageAutoFilterStrategy /JPEG

  /ColorACSImageDict <<

    /QFactor 0.15

    /HSamples [1 1 1 1] /VSamples [1 1 1 1]

  >>

  /ColorImageDict <<

    /QFactor 0.15

    /HSamples [1 1 1 1] /VSamples [1 1 1 1]

  >>

  /JPEG2000ColorACSImageDict <<

    /TileWidth 256

    /TileHeight 256

    /Quality 30

  >>

  /JPEG2000ColorImageDict <<

    /TileWidth 256

    /TileHeight 256

    /Quality 30

  >>

  /AntiAliasGrayImages false

  /CropGrayImages true

  /GrayImageMinResolution 300

  /GrayImageMinResolutionPolicy /OK

  /DownsampleGrayImages true

  /GrayImageDownsampleType /Bicubic

  /GrayImageResolution 300

  /GrayImageDepth -1

  /GrayImageMinDownsampleDepth 2

  /GrayImageDownsampleThreshold 1.50000

  /EncodeGrayImages true

  /GrayImageFilter /DCTEncode

  /AutoFilterGrayImages true

  /GrayImageAutoFilterStrategy /JPEG

  /GrayACSImageDict <<

    /QFactor 0.15

    /HSamples [1 1 1 1] /VSamples [1 1 1 1]

  >>

  /GrayImageDict <<

    /QFactor 0.15

    /HSamples [1 1 1 1] /VSamples [1 1 1 1]

  >>

  /JPEG2000GrayACSImageDict <<

    /TileWidth 256

    /TileHeight 256

    /Quality 30

  >>

  /JPEG2000GrayImageDict <<

    /TileWidth 256

    /TileHeight 256

    /Quality 30

  >>

  /AntiAliasMonoImages false

  /CropMonoImages true

  /MonoImageMinResolution 1200

  /MonoImageMinResolutionPolicy /OK

  /DownsampleMonoImages true

  /MonoImageDownsampleType /Bicubic

  /MonoImageResolution 1200

  /MonoImageDepth -1

  /MonoImageDownsampleThreshold 1.50000

  /EncodeMonoImages true

  /MonoImageFilter /CCITTFaxEncode

  /MonoImageDict <<

    /K -1

  >>

  /AllowPSXObjects false

  /CheckCompliance [

    /None

  ]

  /PDFX1aCheck false

  /PDFX3Check false

  /PDFXCompliantPDFOnly false

  /PDFXNoTrimBoxError true

  /PDFXTrimBoxToMediaBoxOffset [

    0.00000

    0.00000

    0.00000

    0.00000

  ]

  /PDFXSetBleedBoxToMediaBox true

  /PDFXBleedBoxToTrimBoxOffset [

    0.00000

    0.00000

    0.00000

    0.00000

  ]

  /PDFXOutputIntentProfile ()

  /PDFXOutputConditionIdentifier ()

  /PDFXOutputCondition ()

  /PDFXRegistryName ()

  /PDFXTrapped /False



  /CreateJDFFile false

  /Description <<



    /BGR <>

    /CHS <FEFF4f7f75288fd94e9b8bbe5b9a521b5efa7684002000410064006f006200650020005000440046002065876863900275284e8e9ad88d2891cf76845370524d53705237300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c676562535f00521b5efa768400200050004400460020658768633002>

    /CHT <FEFF4f7f752890194e9b8a2d7f6e5efa7acb7684002000410064006f006200650020005000440046002065874ef69069752865bc9ad854c18cea76845370524d5370523786557406300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c4f86958b555f5df25efa7acb76840020005000440046002065874ef63002>

    /CZE <>

    /DAN <>

    /DEU <>

    /ESP <>

    /ETI <>

    /FRA <>

    /GRE <>



    /HRV (Za stvaranje Adobe PDF dokumenata najpogodnijih za visokokvalitetni ispis prije tiskanja koristite ove postavke.  Stvoreni PDF dokumenti mogu se otvoriti Acrobat i Adobe Reader 5.0 i kasnijim verzijama.)

    /HUN <>

    /ITA <>

    /JPN <FEFF9ad854c18cea306a30d730ea30d730ec30b951fa529b7528002000410064006f0062006500200050004400460020658766f8306e4f5c6210306b4f7f75283057307e305930023053306e8a2d5b9a30674f5c62103055308c305f0020005000440046002030d530a130a430eb306f3001004100630072006f0062006100740020304a30883073002000410064006f00620065002000520065006100640065007200200035002e003000204ee5964d3067958b304f30533068304c3067304d307e305930023053306e8a2d5b9a306b306f30d530a930f330c8306e57cb30818fbc307f304c5fc59808306730593002>

    /KOR <FEFFc7740020c124c815c7440020c0acc6a9d558c5ec0020ace0d488c9c80020c2dcd5d80020c778c1c4c5d00020ac00c7a50020c801d569d55c002000410064006f0062006500200050004400460020bb38c11cb97c0020c791c131d569b2c8b2e4002e0020c774b807ac8c0020c791c131b41c00200050004400460020bb38c11cb2940020004100630072006f0062006100740020bc0f002000410064006f00620065002000520065006100640065007200200035002e00300020c774c0c1c5d0c11c0020c5f40020c2180020c788c2b5b2c8b2e4002e>

    /LTH <>

    /LVI <>

    /NLD (Gebruik deze instellingen om Adobe PDF-documenten te maken die zijn geoptimaliseerd voor prepress-afdrukken van hoge kwaliteit. De gemaakte PDF-documenten kunnen worden geopend met Acrobat en Adobe Reader 5.0 en hoger.)

    /NOR <>

    /POL <>

    /PTB <>

    /RUM <>

    /RUS <>

    /SKY <>

    /SLV <>

    /SUO <>

    /SVE <>

    /TUR <>

    /UKR <>

    /ENU (Use these settings to create Adobe PDF documents best suited for high-quality prepress printing.  Created PDF documents can be opened with Acrobat and Adobe Reader 5.0 and later.)

  >>

  /Namespace [

    (Adobe)

    (Common)

    (1.0)

  ]

  /OtherNamespaces [

    <<

      /AsReaderSpreads false

      /CropImagesToFrames true

      /ErrorControl /WarnAndContinue

      /FlattenerIgnoreSpreadOverrides false

      /IncludeGuidesGrids false

      /IncludeNonPrinting false

      /IncludeSlug false

      /Namespace [

        (Adobe)

        (InDesign)

        (4.0)

      ]

      /OmitPlacedBitmaps false

      /OmitPlacedEPS false

      /OmitPlacedPDF false

      /SimulateOverprint /Legacy

    >>

    <<

      /AddBleedMarks false

      /AddColorBars false

      /AddCropMarks false

      /AddPageInfo false

      /AddRegMarks false

      /ConvertColors /ConvertToCMYK

      /DestinationProfileName ()

      /DestinationProfileSelector /DocumentCMYK

      /Downsample16BitImages true

      /FlattenerPreset <<

        /PresetSelector /MediumResolution

      >>

      /FormElements false

      /GenerateStructure false

      /IncludeBookmarks false

      /IncludeHyperlinks false

      /IncludeInteractive false

      /IncludeLayers false

      /IncludeProfiles false

      /MultimediaHandling /UseObjectSettings

      /Namespace [

        (Adobe)

        (CreativeSuite)

        (2.0)

      ]

      /PDFXOutputIntentProfileSelector /DocumentCMYK

      /PreserveEditing true

      /UntaggedCMYKHandling /LeaveUntagged

      /UntaggedRGBHandling /UseDocumentProfile

      /UseDocumentBleed false

    >>

  ]

>> setdistillerparams

<<

  /HWResolution [2400 2400]

  /PageSize [612.000 792.000]

>> setpagedevice




		Text1: 21






Kentucky Transportation Cabinet

Employee Safety & Health Branch Training Programs
Revised: 4/13/2018

TRAINING CATEGORY JSA KELMS ID

Accident Investigation KYTC ESH Accident Investigation D
Active Shooter Training KYTC ESH Active Shooter Training D
Air Monitoring KYTC ESH Air Monitoring D
Amputations KYTC ESH Amputations D

Arc Welding Yes KYTC ESH Arc Welding D

Asbestos KYTC ESH Asbestos D

Asphalt Sawing Yes KYTC ESH Asphalt Sawing D

Back Safety KYTC ESH Back Safety D

Backhoes KYTC ESH Backhoes D

Barricades MUTCD KYTC ESH Barricades MUTCD D
Battery Charging Yes KYTC ESH Battery Charging D
Blasting KYTC ESH Blasting D

Bloodborne Pathogens KYTC ESH Bloodborne Pathogens D
Bucket Truck KYTC ESH Bucket Truck D

Calcium Chloride Yes KYTC ESH Calcium Chloride D

Call 811 KYTC ESH Call 811 D

Carbon Monoxide Poisoning KYTC ESH Carbon Monoxide Poisoning D
Caught Between KYTC ESH Caught Between D
Chains KYTC ESH Chains D

Chainsaws Yes KYTC ESH Chainsaws D

Chemical Storage Procedures (See HAZ COM) D

Chipper Safety Yes KYTC ESH Chipper Safety D
Chocking and Blocking KYTC ESH Chocking and Blocking D
Cleaning Maintenance and Repair Yes KYTC ESH Cleaning Maintenance and Repair D






Kentucky Transportation Cabinet

Employee Safety & Health Branch Training Programs
Revised: 4/13/2018

TRAINING CATEGORY JSA KELMS ID

Cold Weather KYTC ESH Cold Weather D

Combustible Dusts KYTC ESH Combustible Dusts D

Compressed Gases KYTC ESH Compressed Gases D

Concrete and Masonry Construction KYTC ESH Concrete and Masonry Construction D
Concrete Sawing Yes KYTC ESH Concrete Sawing D

Concrete Testing Yes KYTC ESH Concrete Testing D

Confined Space Non-Permit Required KYTC ESH Confined Space Non-Permit Required D
Cranes KYTC ESH Cranes D

Culvert Cleaning and Inspections Yes KYTC ESH Culvert Cleaning and Inspections D
Dead Animal Pickup Yes KYTC ESH Dead Animal Pickup D

De-Icing Operations Yes KYTC ESH De-Icing Operations D

Department of Corrections / Offender KYTC ESH Department of Corrections / Offender D
Ditching Yes KYTC ESH Ditching D

Driving Awareness KYTC ESH Driving Awareness D

Dump Trucks KYTC ESH Dump Trucks D

Electrical Hazards Yes KYTC ESH Electrical Hazards D

Electrical Signal Maintenance and Repair Yes KYTC ESH Electrical Signal Maintenance and Repair D
Emergency Action Plan KYTC ESH Emergency Action Plan D

Emergency Response Guidebook KYTC ESH Emergency Response Guidebook D
Equipment Backing KYTC ESH Equipment Backing D

Equipment Inspection Yes KYTC ESH Equipment Inspection D

Equipment Maintenance and Repair Yes KYTC ESH Equipment Maintenance and Repair D

Ergonomics

KYTC ESH Ergonomics D

Escort Vehicle

KYTC ESH Escort Vehicle D
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TRAINING CATEGORY

JSA

KELMS ID

Excavations and Trenching

KYTC ESH Excavations and Trenching D

Excavator Yes KYTC ESH Excavator D
Exhaust and Ventilation KYTC ESH Exhaust and Ventilation D
Eye Wash KYTC ESH Eye Wash D

Fall Protection

KYTC ESH Fall Protection D

Fire Extinguishers Portable

KYTC ESH Fire Extinguishers Portable D

Fire Protection

KYTC ESH Fire Protection D

Flammable and Combustible Liquids

KYTC ESH Flammable and Combustible Liquids D

Formaldehyde

KYTC ESH Formaldehyde D

Front End Loaders

KYTC ESH Front End Loaders D

Gases, Vapors, Fumes Dusts & Mists

KYTC ESH Gases, Vapors, Fumes Dusts & Mists D

General

KYTC ESH General D

General Environmental Controls

KYTC ESH General Environmental Controls D

Generators KYTC ESH Generators D
Gradalls KYTC ESH Gradalls D
Graders KYTC ESH Graders D

Hand and Portable Power Tools

KYTC ESH Hand and Portable Power Tools D

Hazard Communication

KYTC ESH Hazard Communication D

Hazardous Materials

KYTC ESH Hazardous Materials D

Hazardous Waste and Emergency
Response

KYTC ESH Hazardous Waste and Emergency Response D

Health Fair

KYTC ESH Health Fair D

Health Hazards Recognition

KYTC ESH Health Hazards Recognition D

Hearing and Noise Conservation

KYTC ESH Hearing and Noise Conservation D
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TRAINING CATEGORY JSA KELMS ID

Hearing Protection KYTC ESH Hearing Protection D

Heat Stress KYTC ESH Heat Stress D

Highway Bridge Inspection and Yes KYTC ESH Highway Bridge Inspection & Maintenance D
Maintenance

Highway Maintenance Yes KYTC ESH Highway Maintenance D
Highway Sign Maintenance Yes KYTC ESH Highway Sign Maintenance D
Highway Traffic Count Yes KYTC ESH Highway Traffic Count D
Installing Culvert Yes KYTC ESH Installing Culvert D

lonizing Radiation KYTC ESH lonizing Radiation D
Jackhammer Yes KYTC ESH Jackhammer D

Job Safety Analysis KYTC ESH Job Safety Analysis D

Ladders KYTC ESH Ladders D

Lawn Mower - Push Yes KYTC ESH Lawn Mower - Push D

Lawn Mower - Riding Yes KYTC ESH Lawn Mower - Riding D

Lead Exposure KYTC ESH Lead Exposure D

Litter Pickup Yes KYTC ESH Litter Pickup D

Lockout/Tagout Procedures KYTC ESH Lockout/Tagout Procedures D
Manual Lifting KYTC ESH Manual Lifting D

Material Hoists, Personal Hoists and KYTC ESH Material Hoists, Personal Hoists and Elevators D
Elevators

Materials Handling & Storage KYTC ESH Materials Handling & Storage D
Mechanical Power Press KYTC ESH Mechanical Power Press D
Methamphetamine Awareness KYTC ESH Methamphetamine Awareness D
Mosquito Pellets Distribution Yes KYTC ESH Mosquito Pellets Distribution D
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TRAINING CATEGORY JSA KELMS ID

Needles KYTC ESH Needles D

New Employee Safety Orientation KYTC ESH New Employee Safety Orientation D
Non-lonizing Radiation KYTC ESH Non-lonizing Radiation D

Nuclear Gauge Yes KYTC ESH Nuclear Gauge D

Operation Lifesaver KYTC ESH Operation Lifesaver D

OSHA 10-Hour Construction Training KYTC ESH OSHA 10-Hour Construction Training D
OSHA 10-Hour General Industry Training KYTC ESH OSHA 10-Hour General Industry Training D
OSHA Recordkeeping Injury and lliness KYTC ESH OSHA Recordkeeping Injury and lliness D
Oxygen Fuel Welding or Cutting Yes KYTC ESH Oxygen Fuel Welding or Cutting D

Paving Yes KYTC ESH Paving D

Paving Lee Boy Yes KYTC ESH Paving Lee Boy D

Paving Oiler Yes KYTC ESH Paving Oiler D

Permit Required Confined Space Yes KYTC ESH Permit Required Confined Space
Personal Protective Equipment KYTC ESH Personal Protective Equipment D
Pesticide Safety KYTC ESH Pesticide Safety D

Pothole Patching Yes KYTC ESH Pothole Patching

Powered Industrial Trucks

KYTC ESH Powered Industrial Trucks D

Powered Platforms for Building
Maintenance

KYTC ESH Powered Platforms for Building Maintenance D

Process Safety Management

KYTC ESH Process Safety Management D

Radiation

KYTC ESH Radiation D

Red Cross AED

KYTC ESH Red Cross AED D

Red Cross First Aid and CPR

KYTC ESH Red Cross First Aid and CPR D

Repetitive Motion

KYTC ESH Repetitive Motion D
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TRAINING CATEGORY JSA KELMS ID

Respiratory Protection KYTC ESH Respiratory Protection D

Roadside Awareness KYTC ESH Roadside Awareness D

Safe Van Training KYTC ESH Safe Van Training D

Safety Awareness (General NEC¥) KYTC ESH Safety Awareness D

NEC — NOT ELSEWHERE CLASSIFIED

Safety Talks KYTC ESH Safety Talks D

Salt Conveyer Yes KYTC ESH Salt Conveyer D

Scaffolds KYTC ESH Scaffolds D

Seat Belts KYTC ESH Seat Belts D

Serving of Multi - Piece and Single Piece KYTC ESH Serving of Multi - Piece and Single Piece Rim
Rim Wheels Wheels D

Shower Equipment — Emergency KYTC ESH Shower Equipment — Emergency D
Silica KYTC ESH Silica D

Slips, Slides and Shoulder Repair Yes KYTC ESH Slips, Slides and Shoulder Repair D
Slips, Trips and Falls KYTC ESH Slips, Trips and Falls D

Slope Mower Yes KYTC ESH Slope Mower D

Snow & Ice KYTC ESH Snow & Ice D

Snow Plowing and Salting Highways Yes KYTC ESH Snow Plowing and Salting Highways D
Spray Truck KYTC ESH Spray Truck D

Stairs and Stairways KYTC ESH Stairs and Stairways D

Storing and Handling of LP Gases KYTC ESH Storing and Handling of LP Gases D
Stress Management KYTC ESH Stress Management D

Surveying Operations Yes KYTC ESH Surveying Operations D
Thermoplastic Replacement Yes KYTC ESH Thermoplastic Replacement D






Kentucky Transportation Cabinet
Employee Safety & Health Branch Training Programs

Revised:

4/13/2018

TRAINING CATEGORY

JSA

KELMS ID

Toxic Substances Exposure Monitoring

KYTC ESH Toxic Substances Exposure Monitoring D

Tractors Yes KYTC ESH Tractors D

Traffic Control / Flagger Certification KYTC ESH Traffic Control / Flagger Certification D
Traffic Incident Management (TIM) KYTC ESH Traffic Incident Management (TIM) D
Tree and Brush Work Yes KYTC ESH Tree Work D

Tuberculosis KYTC ESH Tuberculosis D

Vehicle Backing KYTC ESH Vehicle Backing D

Weather Safety KYTC ESH Weather Safety D

Webinars — KY OSHA KYTC ESH Webinars — KY OSHA D

Weedeaters Yes KYTC ESH Weedeaters D

Welding, Cutting and Brazing

KYTC ESH Welding, Cutting and Brazing D

Winter Driving

KYTC ESH Winter Driving D

Work Platforms

KYTC ESH Work Platforms D

These listings represent initial revisions of Safety and Health Training Programs for identification and entry into
the KELMS data base system. Any changes must be approved by the KYTC Safety and Health Branch Manager.

For additional information, please contact the KYTC Safety and Health Branch, Central Office at 502-564-6963.
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All Training must be provided by a KYTC ES&H Safety Specialist, Safety Coordinator, Safety Administrator,
Branch Manager or a designated authorized individual. Reference ES&H Manual, applicable OSHA Standards,
manufacture guidelines, applicable NFPA standards, other applicable standards, and/or best work best practices.

When saving the class in KELMS add the district # to the end of the class title. Example District 10 conducted a
Fall Protection Class. Find the corresponding KELMS ID which would be KYTC ESH Fall Protection D. When
saving the course add the district # KYTC ESH Fall Protection D10

Webinars — KY OSHA D

Instructions: when saving the class add the district # to the end of the class title. Example employee attended an
online KY OSHA webinar course. Find the corresponding KELMS ID which would be KYTC ESH Webinars —
KY OSHA. When saving the course add the district # to the end, KYTC ESH Webinars — KY OSHA D10, then
add the webinar title at the end. Example KYTC ESH Webinars — KY OSHA D10 Hand Tool Safety

Safety Talk D

Instructions: when saving the class add the district # and course subject to the end of the class title. Example
employee attended a safety talk presentation. Find the corresponding KELMS ID which would be KYTC ESH
Safety Talk D. When saving the course add the district # to the end, KYTC ESH Safety Talk D10, then add the
safety talk subject topic title at the end. Example KYTC ESH Safety Talk D10 Hand Tool Safety

If the instructor is not listed in the resources instructor tab which would be the case most likely with a designated
authorized individual that name can be listed in the instructor notes under the advanced view checklist, general
properties notes tab.
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NOTE: Listings are not all-inclusive to all possible exposure hazards an employee could encounter. Occupational
risk may occur at any work location. Training needs will increase with higher levels of occupational risk.

Training Requirements in OSHA Standards https://www.osha.gov/Publications/osha2254.pdf

KYTC ES&H Branch Class Creation Training \\kytcd00t11\data\EVERYONE\ESH
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SECTION 100 GENERAL SAFETY

101. OVERVIEW
Louisiana Revised Statute, Title 39, Section 1543-44 (February 20, 1989), requires state agencies to

adopt a comprehensive Safety and Loss Prevention Plan.

A.

The General Safety Section of this manual provides detailed instructions for implementing safety
issues such as hazard or risk control, safety inspections, accident investigations, job safety analysis
(JSA), emergency preparedness, site security, safety training and first aid record keeping.

The concept of DOTD’s Loss Prevention Program is to reduce, control and eliminate the risks of
conducting state business. The ultimate goal is to maintain a safe work environment and create a
high level of awareness of safe operating practices. Additionally, the program aims to prevent
property damage and incidents/accidents that could cause injury or death to employees or the

public.

The frequency and severity of losses may be significantly reduced by taking the following proactive
measures:

1. Train employees at all levels to perform their duties in a safe manner.

2. Identify and analyze all risk exposures.

3. Implement remedial action(s) to remove or reduce exposures.

4. Implement corrective action(s) in a timely manner.

5. Periodically inspect and monitor compliance.

DOTD’s efforts to promote and support its Loss Prevention Programs may be beneficial in many

ways, including:

1. Increasing productivity of employees by providing a safe work environment.

2. Reducing incidents/accidents may directly affect insurance premiums, worker’s compensation
rates, loss of employee services, rehiring and overtime.

3. Providing preventative maintenance or adjustments that prevent security breaches, significant
and costly building/equipment repairs and replacements.

102. RESPONSIBILITY

A.

B.

C.

ALL EMPLOYEES SHALL COMPLY WITH ALL SAFETY RULES AND REGULATIONS
The Secretary of the Louisiana Department of Transportation and Development is responsible for

assigning safety and loss prevention responsibility and for providing broad program direction.

The Assistant Secretary of Operations is administratively responsible for the implementation of the
DOTD Loss Prevention Program.

The Executive Directors, District Administrators and Section Heads are responsible for the safety of
their employees and ensuring compliance with the DOTD Loss Prevention Program and the Office of
Risk Management (ORM) audit or compliance review.

Management or Supervisory Employees in each DOTD operating unit are responsible and
accountable for the safety of their employees and ensuring compliance with the DOTD Loss
Prevention Program. Additional responsibilities include:
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1. Communicate to employees, safe working practices and safety rules on a consistent basis.
Ensure that employees know the safe operating procedures for their work through in-service or
technical training and understand how to correct unsafe actions and conditions.

3. Ensure safe working conditions for employees.

4. Ensure prompt treatment for injured employees.

5. Report all incidents/accidents to the Loss Prevention DOTD Program Specialist and the
Appointing Authority or his/her designee.

6. Investigate all incidents/accidents and correct the root causes with assistance from the Loss
Prevention DOTD Program Specialists.

7. Shall not order, direct or coerce any employee to commit an unsafe act or enter into a
condition.

8. Shall ensure that employees wear the appropriate clothing, footwear and Personal Protective
Equipment for the job they perform.

9. Ensure that all employees are provided with and properly trained to use Personal Protective
Equipment (PPE) for the work they perform and ensure that all PPE is maintained or replaced as
necessary.

10. Schedule and conduct employee safety meetings.

11. Serve as a member, if selected, on their Loss Prevention Committee.

E. The Loss Prevention DOTD Program Director is assigned the functional responsibility for the DOTD
Loss Prevention Program, development and/or recommendation of work policies, procedures and
practices that may affect employee safety, monitoring loss prevention policy application and
coordination of elements that compromise the Loss Prevention Programs of DOTD. He/she shall
work with DOTD managers, supervisors, employees, ORM Loss Prevention Officers, and federal,
state and local agencies to implement and maintain a comprehensive DOTD Loss Prevention
Program.

F. The DOTD Loss Prevention Section was established to develop and implement a Safety and Loss
Prevention Program for the department and assist each operating unit in implementation. The
Section provides assistance in the following areas:

1. Assists management in establishing site-specific safety policies, rules and priorities.

2. Clarifies safety rules, procedures, and responsibilities for the Loss Prevention Committees.

3. Establishes and maintains a positive level of employee safety awareness.

4. Assists the Districts/Sections in order to maintain compliance with the department’s Loss
Prevention Policy and ORM'’s audit or compliance review requirements.

5. Upon the request by the District/Section’s Appointing Authority, preforms pre-audits to ensure
compliance with ORM’s audit or compliance review requirements and provide the results to the
Appointing Authority.

G. Employees
1. Employees shall be required to know and understand the safety rules and apply to the work

they are performing.

2. Employees are required to maintain a safe and efficient workplace within their District/Section.

3. Each employee has the duty to correct, if possible, unsafe conditions or practices directly
involving DOTD which could cause injury to any person or damage to property. When the
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10.

11.

12.

employee cannot correct the condition, he/she are obligated to highlight it in some manner to

warn of the hazard and immediately report it to his/her supervisor.

Employee’s assigned work, which they consider hazardous or could cause the destruction of

equipment, shall bring the matter to the attention of the foreman or supervisor before starting

such work and abide with subsequent instructions.

Employees shall request assistance and/or further explanation from a supervisor, if a task is

unclear or seems unsafe.

Employees shall use reasonable care in the performance of their duties, assuring at all times

maximum protection against incidents and/or accidents involving themselves, other employees,

the public, DOTD property or the property of others.

Employees shall not at any time, during the performance of field operations, wear headphones,

ear buds, etc.

It is the responsibility of all employees to properly use the safety equipment provided and to

ensure that it is kept in proper working order. Equipment in unsafe condition shall be reported

to the supervisor before use and then the employee shall abide by subsequent instructions.

Employees shall immediately notify their supervisor of an incident and/or accident and

complete the appropriate incident/accident report and other related documents within 24

hours.

Employees shall ask for assistance, if necessary and available when:

a. Lifting heavy and/or bulky objects.

b. Moving and/or repositioning heavy loads (pushing and/or pulling).

c. Undertaking a task that may require additional assistance (e.g. holding something in
position for inserting a pin or bolt).

Employees are accountable for unsafe act(s) performed in the course of their duties. Some

examples of unsafe acts are listed in Appendix C of this manual.

Employees who do not comply with the specific provisions of this manual are subject to

corrective discipline or discharge.

103. LOSS PREVENTION COMMITTEES

A. DOTD Loss Prevention Advisory Committee:

The DOTD Loss Prevention Advisory Committee shall be compromised of 10 members of DOTD

management, subject to the approval of the Secretary. The Loss Prevention DOTD Program Director

shall serve as an Advisor to the Committee. The Chairperson will assign a Recording Secretary for

the Committee. A copy of the minutes from each DOTD Loss Prevention Advisory Committee

Meeting will be forwarded to the Secretary for his/her review. A majority of membership shall

constitute a quorum. The DOTD Loss Prevention Advisory shall meet annually or as needed.

1.

Membership

a. DOTD Chief Maintenance Engineer will serve the Chairperson.

b. Three District Engineer Administrators or designated representatives.
¢. Procurement Director or designated representative.

d. LTRC Training Director or designated representative.
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General Counsel or designated representative.
Human Resources Director or designated representative.

@ =0

Assistant or Deputy Secretary of Operations.

h. DOTD Internal Auditor or designated representative.

2. Term
a. Each member shall serve for a period of three years. Members may be re-nominated to

serve consecutive terms at the discretion of the Chairperson. No member shall serve more
than two consecutive terms.
3. Duties and Functions
a. Reviews, revises and recommends Safety and Loss Prevention Policies and Procedures to the
DOTD Secretary for approval.

b. Serves as an oversight committee for all District, Headquarters, and Loss Prevention
Committees.

c. Provides a forum for the resolution of interdepartmental disputes regarding DOTD’s Loss
Prevention Policies and Procedures.

Headquarters and District Loss Prevention Committees:

The number of periodic meetings scheduled and held for these committees shall conform to the

requirements of ORM. The Loss Prevention Committees shall be comprised of an odd number of

members between 5 and 9. The Loss Prevention Committees are to determine what caused an
accident to occur. Was it due to an unsafe condition, unsafe action or a combination of these two
elements? The cost of damage or the degree of the injury plays no part in making this

determination. Once a determination is made as to the cause, it is the committee’s duty to make a

recommendation on what action, if any, needs to be taken to reduce the possibility of a

reoccurrence of the accident. A majority of membership shall constitute a quorum.

1. Headquarters Loss Prevention Committee:

a. Membership (minimum requirements)

e  One Headquarters Section Head

e Two supervisory personnel from different sections

e Two non-supervisory personnel from different sections
b. Term

e Chairperson - designated or elected by committee

e Other members — three year rotation
c. Staff

e The Headquarters Loss Prevention DOTD Program Specialists shall serve as an advisor to
the Committee and review all incidents and/or accidents prior to the meeting.

e The Committee Chairperson shall designate a Recording Secretary from the
Headquarters Sections who shall be responsible for data entry, committee
recommendation letters and meeting minutes.

e The Committee Chairperson may be designated or elected by popular vote of the
membership.
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o The Loss Prevention DOTD Program Director and DOTD Program Supervisor shall be
exempt from Loss Prevention Committee duties. However he/she may serve as the
advisor in the absence of the Headquarters Loss Prevention DOTD Program Specialist.

2. District Loss Prevention Committees:

a.

Membership (minimum requirements)

e Two supervisory personnel from Construction, Maintenance, Design or Traffic

e Two non-supervisory personnel from Construction, Maintenance, Design or Traffic

e One member-at-large

Term

e Committee members shall serve a three year term

Staff

e The Loss Prevention DOTD Program Specialist assigned to that District shall serve as the
advisor to the committee and review incidents and accidents prior to the committee
meeting.

e The Committee Chairperson shall designate a Recording Secretary from the District who
shall be responsible for data entry, committee recommendation letters and meeting
minutes.

e The Committee Chairperson may be elected by majority vote of the membership or
appointed at the direction of the District Administrator.

3. Duties and Functions

a.

Review all incident/accident reports and recommend appropriate action(s) to the
Appointing Authority.

e If, at the discretion of the Appointing Authority, an accident/incident is not to be

reviewed by the safety committee he/she must send a letter to the
Undersecretary/Deputy Secretary of Operations explaining their decision. In addition a
letter must be sent to the Loss Prevention DOTD Program Director with the absence of
disciplinary action or disciplinary action applied to the employee as a result of the
accident/incident.
Receive and review accident prevention and loss control suggestions from managers,
supervisors and employees and recommend the appropriate action(s) to the Appointing
Authority or DOTD Loss Prevention Committee.
Review or hear alleged infractions of safety rules, as recorded on Safety Advisories, and
recommend the appropriate action(s) to the Appointing Authority.
Recommend Safety Policies and Procedures for work activities that may be unique to DOTD
and forward to the DOTD Loss Prevention Advisory Committee for approval and inclusion in
the Loss Prevention Manual.
Adhere to the disciplinary guidelines concerning safety infractions established by the DOTD
Loss Prevention Advisory Committee.

4. Categories for Committee Review

a.
C.

Personal Injury Incidents (PIl’s) b. Personal Injury Accidents (PIA’s)
Motor Vehicle Accidents (MVA’s) d. Marine Accidents (if applicable)
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Job Safety Analysis (JSA’s) f. Safety Advisories
Glass Breakage Reports (as determined by the DOTD Program Specialist)
Loss and Theft Reports (as determined by the Appointing Authority)
Hazard Control Logs (over 30 days)

> @ o

Any Driving Citation received by employees while operating state vehicles/equipment
Any violation of safety responsibilities and all other acts of negligence.

- = %

Loss Prevention Audit status (as appropriate)
Citations such as “red light tickets” may be only be reviewed by the Safety Committees by

3

the request of the Appointing Authority.

104. DEPARTMENTAL ACTIONS FOR SAFETY RELATED OFFENSES

The following guidance is provided for the Loss Prevention Committees and Appointing Authorities for
safety related offenses. The provisions below should be considered recommendations only and not
mandatory actions. These recommendations serve as a starting point for committee discussions while
taking in consideration all of the causative factors of the incident/accident. Multiple violations or a
combination of violations that result in the same accident or incident should be considered as separate
violations and may be cumulated for purposes of any assessment of suspension, demotion or
termination. The severity of any action applied within a three year period shall be based on the
circumstances and conditions of the safety violation and may lead to cumulative suspension, demotion
or termination. The severity of the action applied under Section 104 is at the discretion of the
Appointing Authority. However, any deviation by the Appointing Authority from these provisions shall
be documented with the specific reasons for such deviations. The documentation shall be kept on file.
For examples of Unsafe Acts refer to Section 105.
INCIDENTS, ACCIDENTS OR INFRACTIONS INCLUDED IN THIS SECTION SHALL BE CONSIDERED WITHIN A
THREE YEAR TIME FRAME.
A. MOTOR VEHICLE ACCIDENTS / MARINE ACCIDENTS / MOVING VIOLATIONS:
The following actions should apply for PREVENTABLE motor vehicle accidents, marine or moving
violations while on official duty:

1* Offense 1 Day Suspension
2" Offense 3 Day Suspension
3" Offense 5 Day Suspension
4™ Offense Discretion of the Appointing Authority up to and including termination

Trailers attached to a motorized vehicle shall be considered part of the vehicle until properly
detached.

B. FAILURE TO USE OR PROVIDE PERSONAL PROTECTIVE EQUIPMENT (PPE):
Supervisors shall not direct or allow the performance of any work without the required safety
equipment being issued, available and used. Any such action by a supervisor shall be considered a
safety violation in accordance with the provisions listed below:
The following minimum actions should be applied for the failure of any employee to use, care for,
clean, maintain and inspect the required personal protective equipment (PPE):
1°" Offense Letter of Counseling or Reprimand





2™ Offense 1 Day Suspension

3" Offense 3 Day Suspension
4™ Offense 5 Day Suspension
5™ Offense Discretion of the Appointing Authority up to and including termination

OFF-ROAD VEHICLES (USED ON OR OFF THE HIGHWAY) / POWERED OR MOTORIZED EQUIPMENT:
The following actions should apply preventable off road accidents or violations while on official
duty. This provision shall specifically include equipment attached to a motorized vehicle by any
means or deriving power either from a self-contained power source or the motorized vehicle to
which it is attached.

1* Offense Letter of Counseling or Reprimand

2" Offense 1 Day Suspension

3" Offense 3 Day Suspension

4™ Offense 5 Day Suspension

5™ Offense Discretion of the Appointing Authority up to and including termination

FAILURE TO REPORT AN ACCIDENT, INCIDENT, DRIVING CITATION, LOSS OF A DRIVER’S LICENSE
OR SAFETY VIOLATION BY THE CLOSE OF THE NEXT BUSINESS DAY:

The following actions should be applied for the failure of any employee to report an accident,
incident, driving citation, loss of a driver’s license or safety violation to his/her supervisor. A
supervisor’s failure to report an accident, incident, driving citation, loss of a driver’s license or safety
violation to the Loss Prevention DOTD Program Specialist and the Appointing Authority or his/her
designee. (The failure to timely report shall be considered a separate violation and the provisions of
this section should be in addition to any other disciplinary action relating to the accident.)

1* Offense 1 Day Suspension
2™ Offense 3 Day Suspension
3" Offense 5 Day Suspension
4™ Offense Discretion of the Appointing Authority up to and including termination

FAILURE TO REPORT A PERSONAL INJURY REQUIRING MEDICAL ATTENTION:

The following actions should be applied for the failure of any employee to report a personal injury
requiring medical attention to his/her supervisor or a failure of the supervisor to report a personal
injury requiring medical attention to the Loss Prevention DOTD Program Specialist and the
Appointing Authority or his/her designee. (The failure to timely report should be considered a
separate violation and the provisions of this section should be in addition to any other disciplinary
action relating to the accident.)

1°" Offense Letter of Counseling or Reprimand

2" Offense 1 Day Suspension

3" Offense 3 Day Suspension

4™ Offense 5 Day Suspension

5™ Offense Discretion of the Appointing Authority up to and including termination

ANY VIOLATION OF SAFETY RESPONSIBILITIES AND ALL OTHER ACTS OF NEGLIGENCE NOT LISTED
ABOVE OR THAT RESULT IN PERSONAL INJURY OR DAMAGE TO DEPARTMENT PROPERTY:

The following actions should be applied to safety violations and acts of negligence not covered in
categories 104.A — 104.E that result in a person al injury or damage to department property.
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1°" Offense Letter of Counseling or Reprimand

2" Offense 1 Day Suspension
3" Offense 3 Day Suspension
4™ Offense 5 Day Suspension
5" Offense Discretion of the Appointing Authority up to and including termination

104. UNSAFE ACTS

While not inclusive, listed below are some actions by employees that shall be considered unsafe acts by

the Loss Prevention Committees.

1. Engaging in unprofessional conduct such as, but not limited to; practical jokes, scuffling, horseplay
or the urging of co-workers to take unnecessary chances or to disregard accepted safety
rules/practices.

N

Not being observant of hazards that have the potential to affect the assistance of another
employee.

w

Attempting to lift or move materials or objects that require the assistance of another employee.

&

Practicing unsafe loading such as: loading/unloading of materials on/off a vehicle, conveyer, or other
apparatus; loading over the safe load limit; loading too high; or loading in such a way as to create an
immediate hazard to oneself, others, vehicles and equipment, state or public property.

b

Using equipment improperly, such as using the wrong tool for the job.

o

Using defective or unsafe tools.

N

Making safety devices inoperative such as removing guards, bypassing or blocking safety

valves/switches etc.

8. Operating equipment and/or vehicles at an unsafe speed.

9. Not adjusting speed for weather and/or road conditions.

10. Operating machinery, equipment or hand power tools without authority.

11. Failing to place warning signs, barricades or other protective measures within an area to let others
know about a clear and present danger.

12. Not working in such manner to prevent bodily injury. This refers to:

a. Lifting or carrying loads improperly

b. Lifting with the body in a twisted or awkward position; walking or working on unguarded areas;
riding on tailgates, running boards, fenders, bumpers of vehicles; or riding in other unsafe
positions, such as front-end loader buckets or in the beds of trucks

c. Entering enclosures that are unsafe because of gases, temperature or exposed power lines

o

Failing to use the correct method ascending or descending portable ladders when working in
elevated places or standing in the fall path or line of travel of moving objects

Taking a position that obstructs the free movement of others

Jumping on/off a moving vehicle or a piece of operating machinery/equipment

L

Not being observant
h. Placing the body or body parts in harm’s way
13. Failing to wear an approved USCG Personal Floatation Device — Type lll, approved Work Vest or
Inflatable Work Vest while engaged in DOTD operations on or above the water
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14.

15.

16.
17.
18.
19.
20.
21.
22.
23.
24,

25.
26.
27.

Failing to read all directions and warnings on the product’s label or Material Safety Data Sheet prior
to using any product

Wearing rings, earrings, chains and other metal objects or jewelry on the face, hands or body that
will present a hazard while performing manual labor, working with rotating machinery, gears,
welding or electrical work.

Wearing headphones, ear buds etc. while performing field operation job duties.

Not wearing proper Personal Protective Equipment for the job being performed.

Failing to use handrails when ascending or descending stairwells.

Using benches, boxes, tables, chairs or other make-shift substitutes as ladders.

Failing to inspect vehicles/equipment prior to use.

Failing to use proper following distance behind other vehicles.

Failing to check clearance of sides and overhead for adequate passage of vehicles/equipment.
Failing to use a spotter in backing situations when one is available.

Failing to properly hitch or couple trailers to the vehicle. This includes properly hooking safety
chains.

Failing to turn off motor and securing vehicle/equipment when not occupied.

Failing to secure cargo, equipment or tools carried on vehicles.

Failing to obey local, state, federal laws and DOTD directives or regulations.

105. INSPECTIONS

A.

D.

Building and Facilities

The Office of Risk Management (ORM) requires DOTD to conduct inspections of its buildings and

additional components each calendar month in accordance with the state’s 16 point safety plan.

Their policy further states in the Procedures for Inspection section: “The operational safety plan

must include general housekeeping and safety rules and procedures for conducting inspections of the

facility to identify and correct hazards.”

1. Inspections are conducted to maintain a safe work environment and operational efficiency, and
due to our subtropical climate, ensure that mold and mildew is not present.

2. When unsafe conditions such as mold, mildew, facility damage, roof leakage and damaged
flooring, etc. are found, employees and building inspectors are directed to immediately report
such conditions through their chain of command.

3. Monthly inspection reports shall be maintained on file for the Annual Office of Risk
Management’s audit or compliance review for a period determined by the Office of Risk
Management.

State Fire Marshall Inspections

The State Fire Marshall may inspect the DOTD building and facilities when requested or at their

discretion.

Vehicle and Equipment Inspections

DOTD vehicles and equipment inspections are conducted daily or monthly in accordance with the

requirements of the DOTD Driver Safety Program.

Electrical Safety Inspections
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Electrical inspections are conducted as required in the DOTD Equipment Management and Boiler
Machinery Program.
E. Machinery and Equipment Inspections
Machinery and equipment inspections are conducted in accordance with the DOTD Equipment
Management and Boiler Machinery Program.
F. Security Assignments
Security assessments are conducted once a year by the supervisor of the facility or his/her designee.
G. Moveable Bridge Inspections
DOTD Moveable Bridges are inspected by the Bridge Tenders or designated maintenance personnel
as required by the Engineering and Directive Standards Manual (EDSM). Additionally, periodic
inspections are conducted by District Bridge Inspectors and Equipment Superintendents.

106. EMERGENCY PROCEDURES PLAN

An Emergency Procedures Plan has been developed for use in DOTD facilities. The plan is generic in
nature and must be modified in order to be site specific for DOTD operations and posted at each
location. It shall include emergency contact information for police, fire department, emergency medical
services and local hospitals. Additionally, fire drills at DOTD facilities shall be conducted to meet the
minimum ORM requirement.

107. WORK AREAS

A. Housekeeping

1. Daily work assignments are not complete until the worksite is restored to a neat and orderly
condition.

2. Employees shall not place, throw or leave litter on the worksite or roadside.

3. Employees shall not permit materials such as paper, cartons, packing, bottles, cans or other
refuse to accumulate in or around desks, work spaces, closets, storage areas, floors, vaults,
benches, yards and vehicles.

4. Floors, platforms, or work areas shall be maintained in good condition and shall be reasonably
free of dangerous protrusions, openings, obstructions, debris, oil, grease or water. When
operations require working on slippery floor areas, surfaces shall be protected against slipping
by the use of mats, grates, cleats, etc. (Footwear with non-skid, oil resistant soles are
recommended.)

5. Employees shall not clutter or block floors, platforms, stairways, walkways, storage rooms, or
other work areas.

6. Materials and supplies shall be stored in an orderly manner so that they will not fall, become a
fire hazard, or cause slipping and tripping hazards.

7. Employees shall not leave nail points, the ends of loop or tie wires, metal bands, etc. exposed
after unpacking boxes, crates, barrels, pallets, reels or other similar materials.

8. Employees shall remove nails from loose lumber or ensure that points are bent down. All
lumber shall be disposed of in a safe manner.

9. Employees shall store sharp or pointed items in such a manner as to prevent personal injury.
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10. Care shall be exercised in the disposal of debris that may contain material with sharp edges or
points.

11. Construction or maintenance debris or excess material shall be properly disposed of after
completion of the job.

Offices and Buildings

1. Employees should exercise caution when opening or closing doors.

2. Handrails shall be used when ascending or descending stairwells.

3. Employees shall not discard matches, rubber bands, pencils or other litter on floors, landings or
stairwells.

4. Employees shall not run in hallways, on stairwells or around corners.

5. Employees shall not leave chairs, wastebaskets, office machines, electric or telephone cords or
temporary extension cords, etc. where they can cause tripping or collision hazards or endanger
or obstruct emergency exits.

6. Employees working in buildings should use caution to avoid spilling beverages on floors, aisles or
stairwells. If a spill occurs, employees are responsible for immediate cleanup.

7. Desk drawers, cabinet doors, slides and file drawers and covers should not be left open while
unattended.

8. Only one file drawer in a file cabinet should be open at a time to prevent tipping over or
tripping.

9. Benches, boxes, tables, chairs or other make-shift substitutes shall not be used as step stools or
ladders.

10. Hand-operated paper cutters shall not be left in the raised position and the lock shall be
engaged.

11. Razor blades should not be used for cutting paper, sharpening pencils, or other cutting
operations, unless the blade holder is specifically designed for that purpose.

12. Broken glass or other sharp-edged objects shall not be placed in wastebaskets unless properly
protected.

13. Caution should be used when pushing wheeled racks or carts in office buildings, particularly
when approaching corners or other blind spots.

14. Good housekeeping practices shall be observed by all employees at all times.

108. PRE-JOB CONFERENCES

Pre-job conferences shall be held prior to the start of all DOTD Operations involving two or more

employees and shall consist of the following:

NouyewDNPE

Description of the overall job and expected results

The identification of hazards and how to eliminate or control them

The work assignments of each crew member

The tools, safety devices and the safe work practices to use.

The coordination and communication with other crews involved

Answering any questions concerning the job

Ensuring that all personnel have the required Personal Protective Equipment (PPE) for the job.
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109. TAGGING OUT OF ENERGY SOURCES

A.

All sources of energy including electrical, compressed gases, hydraulic, mechanical, liquid or
chemical systems capable of causing injury or property damage shall be properly isolated and
tagged out of service while work is being performed on the system.

The supervisor under whose direction the work is being performed shall ensure that employees
under his/her direction are capable of performing the work safely and are knowledgeable in the
tagging procedure.

When work is to be performed on energy systems not tagged out of service, employees shall be
made aware of the job conditions and appropriate precautions or procedures which shall be utilized
to afford maximum employee precaution.

110. ISOLATING EQUIPMENT

Employees shall immediately report to their supervisor any switch, control, valve, relay or other

equipment that was omitted in the tagging and clearance procedure involving their work assignment

capable of causing injury or damage.

111. ELEVATED STRUCTURES, SURFACES AND VEHICLES

A.

In the performance of their duties, employees shall not jump from elevated structures or surfaces,
e.g. walls, fences, platforms or vehicles.
Typical fall hazards identified in a hazard assessment include but are not limited to:

e Elevated work platforms e Exposed edges
e Framing e Open holes
e Roofing e Structural steel erections

If a worker at a worksite can fall 6 feet or more and is not permanently protected by guardrails, the
supervisor shall develop a Fall Protection Plan that specifies:

1. The fall hazard

The fall protection to be used (including worker training)

Procedures used to assemble, maintain, inspect, use, and disassemble the fall protection system
Work rescuer procedures

v kewnN

Fall protection Plan is available before the work begins

112. PORTABLE LADDERS

A.
B.

Benches, boxes, tables, chairs or other make-shift substitutes shall not be used as ladders.

When working from a portable ladder, the ladder shall be securely placed, held, tied or otherwise
secured to prevent slipping and falling.

Care should be taken when using straight/extension ladders. The bottom of the ladder shall not be
placed in an unstable position.

Ladders shall not be placed in front of doors that open towards the ladder unless the door is

blocked, opened, locked or guarded.
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Employees shall face the ladder when ascending or descending it, and they shall use both hands on

the ladder.

When standing on a portable ladder, the employee shall not extend the body while working unless

the ladder is adequately secured to prevent slipping and falling. Over-reaching is extremely

dangerous.

Employees shall not stand on the top step of any ladder unless the ladder is specifically constructed

for that purpose. When working on portable ladders:

1. Never stand on the top cap of a ladder, the first step below the top cap, the bucket shelf, or the
rear section of a step or a platform ladder (unless the rear section has been specifically
designated and stated for this purpose by the manufacturer).

2. The highest standing level on a stepladder is two steps down from the top.

3. Never stand higher than the fourth highest rung from the top of a single extension ladder.

Ladders with weakened, broken or missing steps, broken side rails or other defects shall not be

used.

All portable ladders shall be equipped with non-slip bases. Employees shall exercise care on oily,

metal or uneven surfaces when placing, blocking, lashing or securing a portable ladder.

Portable metal ladders shall not be used for electrical work.

The finish on wooden ladders, if applied, shall be clear shellac, varnish or other clear finish only.

Paint shall not be used as it can obscure a defect in the wood.

Ladders shall not be used as a scaffold platform. Each employee on a walking/working surface

(horizontal and vertical surface) with an unprotected side or edge which is 6 feet (1.8 m) or above a

lower level shall be protected from falling by personal fall arrest systems (harness with lanyards,

lifelines, retractable lifelines).

Employees shall be trained before using fall arrest equipment.

Only DOTD-furnished ladders that meet or exceed the ANSI Standards shall be used. Before using a

stepladder or extension ladder, an employee must read the manufacturer’s warning labels and

setup procedures in order to make the job task a safe one.

Never exceed the rated weight capacity of a ladder.

Always use the appropriate class, type and size portable ladder for the job.

Ladders should always be secured when stored.

113. CHAINSAW OPERATION

A.

Before starting check controls, chain tension, bolts and handles to ensure proper function and
adjustment.

Start the saw on the ground or on another firm support with the brake engaged.

Plan the cut; watch for objects under tension; use extreme care to bring objects safely to the
ground.

Plan where the object will fall; ensure that the fall area is free of hazards; avoid an object falling on
other objects; and ensure that a clear retreat path is provided. Look for nails, spikes or other metal
objects before cutting.
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Clear away dirt, debris, small tree limbs and rocks from the chain saws path. Keep hands on handles
and maintain secure footing.

Do not cut directly overhead.

Shut off or release the throttle prior to retreating.

Shut off or engage chain saw brake when carrying a saw more than 50 feet or crossing hazardous
terrain.

Never operate a running chain saw with one hand.

Never approach a chain saw operator from the rear.

Two chain saw operators (operating simultaneously) should be at least 10 feet apart.

All chain saw operators shall wear leg protection.

. All chain saw operators shall be aware and use caution while operating a chainsaw if they have

loose fitting clothing and/or a DOTD safety vest.

114. WELDING AND CUTTING

A.

It is the responsibility of the employee performing the welding or cutting to take sufficient
precautions to protect other employees in the area.

Employees shall not weld or cut on drums or other containers used for flammable or combustible
liquids unless they are trained and are following all safety procedures under the direction of a
supervisor.

Employees shall not wear jewelry when welding.

Oxygen and acetylene cylinders shall be restrained from tipping over and only used in the upright
position.

Whenever lead, cadmium, galvanized or other toxic fume-producing materials are welded, burned
or heated to such a degree that fumes from the metal or its fluxes are generated; the work area
shall be ventilated to prevent employees from exposure to hazardous fume concentrations.
Approved respiratory equipment shall be used if proper ventilation cannot be provided.
Acetylene shall not be used above 15 pounds per square inch of pressure in a welding or cutting
operation. Flashback arrestors are required.

Oxygen and fuel gas cylinders shall be turned off when not in use, capped and stored in an upright
position, segregated and secured.

Acetylene tank valves shall not be opened more than 1% turns. Flashback arrestors are required.
When welding on or near concrete, the appropriate precautions should be taken to prevent the
concrete from overheating.

Cutting or welding on piping or container systems used for flammable or combustible materials shall
only be permissible under approved procedures for a specific job.

Welders shall make every reasonable attempt to prevent the sparks from their work from
contacting persons, hoses, tanks and combustible materials.

Welders shall also prevent sparks from falling through grating or holes in the floor onto other work

areas.

. The welder shall conduct an inspection after completing the welding operation to ensure that sparks

or hot metal has not ignited combustible materials.
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N. Only light a torch with a striker. DO NOT USE A CIGAREETE LIGHTER.

115. COMPRESSED GASES

A. Oil or grease shall not be allowed to contact valves, regulators or any other parts of compressed gas
systems unless specifically recommended by the manufacturer.

B. Only authorized persons shall make repairs on compressed gas systems or related equipment.

C. Compressed gas cylinders shall be stored and secure in an upright position, away from heat sources
and capped when not in use.

D. Fuel gas cylinders shall be stored at a minimum of 20 feet from oxygen cylinders or separated by an
approved fire wall.
Fuel gas cylinders shall be protected from direct light.
Compressed gas cylinders shall not be connected to any regular, or associated piping equipment
not rated or capable of withstanding cylinder pressure.

G. Furnaces and tanks containing liquefied petroleum gases shall not be used in confined spaces
without proper precautions and safeguards.

H. Compressed gas regulators shall be “backed off” and free of pressure when not in use.

When transported, compressed gas cylinders shall be capped and secured in an upright position.

116. MACHINE GUARDING

A.

All moving parts of machinery, equipment or tools capable of causing crushing, shearing, pinching or
penetrating injuries shall be guarded against accidental contact.

Guards shall not be removed except for maintenance and replaced immediately afterwards.
Lockout/Tagout procedures shall be used.

Missing props, guards, shields, chain curtains, etc. on any machinery shall be replaced as soon as
possible.

Warning signs shall be mounted and located at/near machinery requiring PPE.

117. POWER TOOLS, HAND TOOLS AND NON-SPARKING TOOLS

A.

B.

Power Tools

1. Supervisors will assign only trained and qualified employees to use power tools.

2. All power tools shall be operated in accordance with the manufacturer’s instructions.

3. Power tools shall be inspected prior to use, with defects (cord, plugs, etc.) being reported to the
supervisor. Defective tools shall not be used.

4. Guards and safety features shall not be by-passed or removed. Missing guards or shields shall
be replaced before operation.

5. All power tools shall be turned off and/or disconnected from the power source before making
adjustments, changing blades, bits, discs, etc.

6. Grounding plugs on power tool cords shall not be removed or altered.

7. Only double insulated power tools shall be used.

Hand Tools

1. All hand tools used by DOTD employees shall be kept in serviceable condition.
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Hand tools shall be used only for the purpose for which they were designed.
Hand tools shall be replaced or repaired when they are found to be defective.

W

Hand tools shall not be left in elevated locations where they could create a falling object hazard.
5. DOTD shall provide the proper hand tools for employees. Personal tools shall not be authorized.
C. Non-sparking tools
1. Non-sparking tools shall be used in areas in which there is a potential for explosion or ignition.
2. Non-sparking tool maintenance shall be performed using the approved manufacturer’s
methods.
3. Non-sparking tools shall not be sharpened or dressed using power grinding or sanding
equipment. Maintenance shall be performed using approved manual methods.

118. MATERIALS HANDLING PROCEDURES

A. Employees shall use proper lifting procedure when lifting tools, materials or equipment.
B. Lifting or carrying procedures shall consist of the following:

1. Employees shall fully bend their knees when lifting.

2. Employees shall avoid twisting their backs while lifting or carrying a load.

3. Athorough inspection of the worksite shall be made prior to the lift to determine potential
slipping, falling or tripping hazards.

4. Care shall be taken that items shall not block the employee’s vision while being carried.
Loads that obscure the employee’s vision shall be carried by two or more employees or
by using a proper lifting device.

5. Bulky or heavy loads that exceed the employee’s lifting capacity shall require assistance.
Loads in excess of 50 Ibs. shall require a helper or mechanical device.

119. REPORTING UNSAFE WORKING CONDITIONS

A. DOTD has a work order system in place that supports and enhances the reporting of hazards.

B. A Hazard Control Log is a Louisiana Division of Administration’s ORM form that can also be utilized
to report hazards.

1. Hazard Control Logs shall be reviewed at 30 day intervals.
2. Hazard Control Logs shall be retained on file for 3 years.

C. Employees have both a regulatory and moral duty to report any potentially hazardous conditions to
the supervisor or an authorized person(s). The supervisor is in the best position to take immediate
corrective action.

D. The supervisor or authorized person(s) shall implement a temporary control for the reported hazard
until corrective action is taken.

E. If the problem cannot be corrected by the supervisor or authorized person, the next level of
management shall be notified.

F. If a Hazard Control Log is utilized to report a hazard and the hazard exists for more than 30 days, the
supervisor or authorized person(s) shall notify the Appointing Authority or his/her designee. The
Loss Prevention unit of ORM shall also be notified.
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120. SAFETY MEETINGS

A.

In order to maintain compliance with ORM, DOTD requires all operational units (Districts, Sections,

and Gangs) to conduct safety meetings once a month.

1. Safety meetings may be electronically transmitted to administrative employees by e-mail when
a return receipt is requested. Responses by employees shall be maintained with the monthly
safety meeting topic.

2. Safety meeting records shall be maintained for audit or review purposes. It is necessary for
these records to be maintained for the prescribed period of years specified by ORM.

SECTION 200 FORMS, REPORTS, INVESTIGATIONS AND CARE OF THE

INJURED

201 INCIDENT/ACCIDENT REPORTING

Forms for reporting are located on the DOTD Intranet. Refer to PPM 21 for DOTD’s Drug Testing
Policy.

A.

The employee shall immediately report all incident/accident arising out of and in the course and
scope of employment, including occupational ilinesses and diseases, to the supervisor.
The supervisor shall immediately notify the Loss Prevention DOTD Program Specialist and the
Appointing Authority or his/her designee by phone or e-mail. The notification shall provide the
following information:

e Who was involved in the accident? e What happened?

o When did the accident occur? e Where did the accident occur?

e Why did the accident occur?

e If police were called to the scene, what police force responded?
A statement from employee(s) and witness(s) shall accompany every incident/accident report. It
can be either typed or handwritten and shall be signed and dated by the employee furnishing the
statement.
The supervisor of the individual having the accident shall review the accident report and verify the
completeness of the report. Incomplete reports shall be returned for missing information. It may be
necessary for the supervisor to aid the individual in completing the report.
DO NOT GIVE A COPY OF ANY FORMS TO A PRIVATE CITIZEN, PER ORM.
Incident/accident forms shall not be modified in any way.

202. ACCIDENT INVESTIGATIONS

A. All accidents shall be initially investigated and documented by the immediate supervisor.

B. The Loss Prevention DOTD Program Specialist shall investigate and review all accidents.

C.

If the accident is severe in nature, an in depth investigation could be conducted by personnel of the
Loss Prevention Section.
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203. PERSONAL INJURIES

A. Personal Injury Incident (PIl)

1.

2.

Reporting: Supervisors shall ensure preparation of ORM’s Incident/Accident Investigation Form
(DA 2000), maintain a copy and forward the originals within 24 hours to the DOTD Program
Specialist assigned to that District/Section.

A copy shall be kept on file in the Loss Prevention DOTD Program Specialist’s office.

B. Personal Injury Accident (PIA)

1.

Reporting: Supervisors shall ensure the preparation of the listed documents. Copies shall be
maintained at the unit and originals forwarded to the Loss Prevention DOTD Program Specialist
to be processed.

e Authorization of Medical Treatment must be filled out and given to the doctor. The injured
employee shall bring a copy back to the supervisor after the doctor fills out his/her portion
of the form.

e ORM Incident/Accident Investigation Form (DA 2000) is filled out by the supervisor. (Note:
This form shall not be used when the injury is the result of a MVA.)

e Employer Report of Injury/Iliness (E1) is used when an injury results in a medical expense or
workers compensation. (Note: the data from this form shall be entered into ORM’s
approved claim system ASAP by the Loss Prevention DOTD Program Specialist.)

e Standard Form for Employer’s Supplemental Report of Injury (DA 1974) shall be filled out
when there is a change of the injured employee’s status.

The Loss Prevention DOTD Program Specialist shall forward copies to the respective agencies

noted on the forms within the time frames stipulated.

If the injured employee is unable to return to duty on the next scheduled work day following

treatment, a medical release to return to work from the attending physician is required.

Supervisors shall attach a copy of the release to the employee’s accident file and forward copies

to the Loss Prevention DOTD Program Specialist.

The Loss Prevention DOTD Program Specialist shall keep these documents on file.

In the event of a PIA, including work-related illness and/or diseases involving death or life

threatening consequences, the supervisor shall immediately notify the Loss Prevention DOTD

Program Specialist assigned to that District/Section and the Appointing Authority.

204. VISITOR/CLIENT ACCIDENTS

A. Forms
1. The accident shall be reported on the General Liability Form (DA 2065).
2. The DA 3000 form shall be filled out and kept on file.

a. These forms shall be submitted to the Loss Prevention DOTD Program Specialist to process
the forms

b. The Loss Prevention DOTD Program Specialist will forward to ORM and keep on file
DO NOT GIVE COPIES OF ANY FORMS TO PRIVATE CITIZENS, PER ORM
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205. MOTOR VEHICLE/EQUIPMENT ACCIDENTS
A. Reporting

1.

Supervisors shall ensure the preparation of the DA 2000 (Not required for vehicle accidents
when a police report has been issued) and the DA 2041 forms. If the DA 2000 is not utilized the
Supervisor Vehicle/Equipment Accident Investigation Form may be used in addition to the police
report in order to provide information for the Loss Prevention Committee. Copies shall be
maintained at the unit and originals forwarded to the Loss Prevention DOTD Program Specialist
assigned to the District/Section.

The Loss Prevention DOTD Program Specialist shall process the forms and forward to the proper
ORM unit.

The Loss Prevention DOTD Program Specialist shall keep these documents on file.

This task shall be completed for every accident involving a state vehicle and/or equipment
operated by an employee while on state business. This includes operating private or rental
vehicles/equipment on official state business. These reports shall be completed on the day of
the accident or the following work day. If the employee is unable to complete or sign the report
due to injury or death, the immediate supervisor shall complete, sign and submit the reports.

B. All motor vehicle accidents involving DOTD and private citizen vehicles or property shall be

investigated by a law enforcement agency. When only DOTD vehicles are involved and there is

minimal damage, the Appointing Authority or designee shall determine the need for a law

enforcement investigation. A copy of the police report shall be obtained by the supervisor and/or
Loss Prevention DOTD Program Specialist and attached to the DA 2041.
C. Use of private, rental or leased vehicles/equipment:

1.

Employees operating private, rental or leased vehicles/equipment on official state business shall
complete the DA 2041.

Police report is mandatory

Follow the same process used for DOTD vehicles

206. GLASS BREAKAGE REPORTS
A. Claims by third parties, glass breakage due to rocks/debris from DOTD bush hogs

1.

The report should be completed by the supervisor at the jobsite or the nearest DOTD
Maintenance Unit.

Report on the Vehicle Glass Repair/Replacement Loss Notice (DA 2073)

Indicate unlicensed DOTD vehicle/equipment used

Copy of vehicle operator’s driver’s license, proof of insurance, vehicle registration and the DA
2073 shall be given to the employee assigned to process the claim to ORM and kept on file. An
employee shall be assigned to oversee and act as a contact person.

B. Claims by third parties, glass breakage due to DOTD trucks or cars that cause a glass breakage

1.

2.

The report should be completed by the supervisor at the jobsite or the nearest DOTD
Maintenance Unit.
Report on the Louisiana Driver Safety Program Form (DA 2041)
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3.

Copy of vehicle operator’s driver’s license, proof of insurance, vehicle registration and the DA
2041 shall be given to the employee assigned to process the claim to ORM and kept on file. An
employee shall be assigned to oversee and act as a contact person.

C. DOTD claims, glass breakage pecks on DOTD vehicles/equipment

1.
2.
3.

Reported on the DA 2073

Report shall be given to the employee assigned to process and kept on file

No copies shall be sent to ORM or the Loss Prevention DOTD Program Specialist unless
replacement cost is over the $1,000.00 deductible.

207. ROAD HAZARD CLAIMS

A. Claims by third parties resulting from road construction and/or maintenance operations on the

right-of-way.

1.

The Road Hazard Claim Reporting Form shall be completed by an employee of the maintenance
or construction unit. If it has been determined that the claims were the obligation of
contractors, the claimants would first be referred to the contractors. If the contractor does not
settle with them and they come back to DOTD, the claim shall be sent through the normal
channels to ORM.

A copy of the Road Hazard Claim Reporting Form, operator’s driver’s license, proof of insurance
and vehicle registration shall be given to the employee assigned to process the claim to ORM
and kept on file. An employee shall be assigned to oversee and act as contact person for Road
Hazards.

Originals will be kept on file at the maintenance or construction unit.

208. MARITIME ACCIDENTS

A. General accident reporting

1.

All accidents shall be reported to the next level of supervision by the water vessel operator
having the accident on the day of the accident. All accidents involving a vessel and resulting in
death or injury to a person must be reported to DWLF (1-800-442-2511) within 48 hours and
those with property damage in excess of $500.00 must be reported within 5 days. Failure of a
water vessel operator to report any accident may be a cause for disciplinary action.

The supervisor of the individual having the accident shall review the accident report and verify
the completeness of the report. Incomplete reports shall be returned for missing information. It
may be necessary for the supervisor to aid the individual in completing the report.

When investigating accidents, the supervisor shall request assistance, when appropriate, from
the assigned Loss Prevention DOTD Program Specialist. Upon request, the DWLF will assist in the
investigation of any incident/accident.

The supervisor shall send the appropriate accident forms to the Third Party Administrator,
LDWF and/or U.S. Coast Guard immediately.

For any non-commercial vessel involved in an accident in any waters, a LDWF Boating
Accident/Investigation Report shall be completed for each accident and submitted to LDWF.
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6. If the accident occurred in a commercial vessel on navigable waters a report of Marine,
Accident, Injury or Death form shall be completed for each vessel and submitted to the U.S.
Coast Guard.

7. After gathering all available information about the accident, the supervisor of the individual
having the accident shall attempt to make a determination of whether the accident was
preventable and make a recommendation to the Loss Prevention Committee.

B. Reporting for vessels 26 feet in length or longer
1. All claims involving vessels equal to or in excess of 26 feet shall be reported to ORM.
All non-employee bodily injury and non-state owned property claims:
e The claim shall be reported to ORM
e The Marine Operations Accident Forms shall be filled out and submitted to ORM and kept
on file at the unit.

3. Complete a copy of the Louisiana Boating Accident Report

4. All lawsuits, demands, notices, summons or other legal documents pertaining to a claim against
LADOTD shall be forwarded immediately to ORM for further handling.

5. Any objects and/or products that may have caused, contributed to, or that are suspected of
causing an accident shall be retained and preserved as evidence.

6. If aloss occurs or aclaim arises, the agency shall not assume any obligation or incur any
expenses without authority from the ORM.

C. Reporting for vessels under 26 feet in length

1. Property and/or General Liability claims shall be to ORM. A completed copy of the accident
report, Authorization/Operating History Form (DA 2066) and WOR shall be submitted with
claim.

2. Ifalossis serious in nature, it is to be reported by telephone to ORM for review to determine if
coverage is applicable.

3. Claims made against a state agency by a third party shall be submitted to ORM for review to
determine if coverage is applicable.

4. All lawsuits, demands, notices, summons or other legal documents pertaining to a claim against
LADOTD shall be forwarded immediately to ORM for further handling.

5. Any objects and/or products that may have caused, contributed to, or that are suspected of
causing an accident shall be retained and preserved as evidence.

6. If aloss occurs or aclaim arises, the agency shall not assume any obligation or incur any
expenses without authority from the ORM.

209. JOB SAFETY ANALYSES (JSA)
JSA’s shall be developed on all tasks that have resulted in incident or accident trends, death or change in
job procedure or equipment. The JSA procedure is as follows:
A. Select the job to be analyzed and consider the following factors:
e Occurrence of injuries
Note: JSA’s shall be part of the accident investigation if a fatality has occurred
e Frequency of accidents
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e Potential severity
e New jobs or procedures created by changes in equipment or processes
B. Perform the analysis:
e The supervisor shall perform the JSA using the JSA worksheet (If assistance is needed the
supervisor can contact the Loss Prevention DOTD Program Specialist)
e The supervisor shall conduct the JSA with the help of employees who regularly perform the task
e Brake down into a sequence of steps that describe the process (avoiding too much or little
detail) The steps should include:
1. Select a qualified supervisor to perform the analysis
2. Brief the employee demonstrating the task on the purpose of the analysis
3. Observe the performance of the job, break it into basic steps, record and describe each step
in the breakdown
4. Review the breakdown and description with the person who performed the task
C. Identify the hazards by answering the following questions about each step of the operation:
e Is there a danger of striking against, being struck by or making injurious contact with an object?
e Is there a possibility for an employee being caught in, by or between objects?
e |sthere a potential for a slip or trip?
e Can an employee strain themselves by pushing, pulling, lifting, bending or twisting?
e Does an environmental hazard to the employees’ health exist (toxic gas, vapor, mist, fumes,
dust, heat or radiation)?
D. Develop situations, the principal solutions for minimizing hazards identified in the analysis are:
e Find a new way to do the job
e Change the physical conditions that create the hazard
e Change the work procedure to eliminate the hazard
E. Conduct a follow-up analysis:
e Prior to conducting the follow-up supervisors should review the JSA
e Supervisors should observe employees perform the task at least once within the month the JSA
was created
F. Use of the JSA:
e Copies of the JSA should be given to employees performing the job
e The supervisor should explain the JSA and provide training if necessary
e Should be used in pre-job conferences especially if the job is performed infrequently
e Should be used as an incident/accident tool
G. Record keeping:
e Should be maintained in the department that created the document
e Should be readily accessible to employees

210. FIRST AID REQUIREMENTS

A. Care for the injured
1. Many injuries resulting from an incident/accident are minor and immediate. Temporary care
may be administered by an employee trained in First Aid and CPR.
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2. In cases of serious injury, call 911 or the local emergency medical service.
B. First Aid/CPR Training

1. First Aid/CPR trained employees act as volunteers under the guidelines of the Good Samaritan
Act.

2. The DOTD Loss Prevention Section recommends the number of employees that should be
trained in First Aid/CPR comply with the requirements of ORM (ORM exempts those that are in
close proximity to a medical facility.)

3. First Aid/CPR training certification records shall be maintained in the individual employee’s
training records.

C. First Aid kits

1. DOTD provides two types of First Aid kits through the Central Warehouse and District
Stockrooms that meet the ANSI standards for administrative offices, motor vehicles, operational
facilities and marine vessels.

2. The contents of all First Aid kits shall be replaced promptly after use or upon product expiration
dates.

3. Supervisors shall be responsible for maintaining the current inventory of First Aid kits.

4. First Aid kits are required at every work site. Superintendents and Foreman should have a First
Aid kit in their state vehicle at all times.

D. Maedical and First Aid Emergencies
BLEEDING

e (all911

e Always use protective barriers such as disposable gloves. When a barrier is not available an
improvised barrier can be used such as a plastic bag.

e Apply continuous and firm pressure on the wound

e [f dressing (such as a sterile gauze) becomes soaked with blood apply additional dressing
without removing dressing

BURNS
e (Call911
MINOR BURNS

e Cool the burn with cool water as soon as possible

e Leave any blisters in tact

e Cover the burn with a loose sterile pad or improvised dressing

CRITICAL BURNS
e Expose area by cutting or tearing away clothing. If any clothing is stuck to the burn, do not
remove it.

e Do not apply butter, ointment, ice or any other substance to the burn
e Give the person nothing to eat or drink
CHEMICAL BURNS
e Brush off any powder with a gloved hand or cloth and remove any contaminated clothing
e Flush area with water until burning sensation stops (unless chemical is known to react with
water)
ELECTRICAL BURNS
e Make sure power source is turned off before touching the affected person
e If person in unresponsive, have a person trained in CPR to begin assistance
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If person is responsive, keep them calm and comfortable until EMS arrives

CHOKING

Call911

With a mild blockage a person can speak, cough or gag. Stay close and be ready if things
worsen.

In the event of a severe obstruction there is no air exchange and the person is not able to speak
or cough forcefully (the person may hold their hands at their throat)

Apply forceful thrusts beneath the ribs and up into the diaphragm to remove object from away

HEAT EXHAUSTION

Call 911

Stop the person from the activity and move them to a cooler place

Have person lie down and raise their legs 6 to 12 inches

Spray water or apply cool wet cloths to head and torso, use fan to speed evaporation
Encourage person to drink cool fluids, preferably sports drinks with carbohydrates and
electrolytes

HEAT STROKE

Call 911

Spray or pour water on person while fanning them

Apply ice packs to person’s neck and armpits

Do not force the person to drink fluids

If the person is unresponsive, place them on their side in the recovery position to protect their
airway

POISONING

Call 911

Common symptoms are abdominal pain or cramping, nausea and vomiting

Keep the person still. Calm, comfort and reassure them.

Call the National Poison Help Line at 1-800-222-1222

Do not induce vomiting, or give water, milk, activated charcoal or syrup of ipecac unless you are
advised to do so by the Poison Control Center or EMS

Call911

If there is no difficulty breathing then lay the person flat on the ground and help them to
maintain a normal body temperature. (Be careful not to overheat)

Give the person nothing to eat or drink

Keep the person as calm and comfortable as possible

SEIZURES

Call911

Do not put anything in the mouth, including your finger

If response and breathing are absent after seizure, have a person trained in CPR begin assistance
Responsiveness improves slowly over time, continue to give the person reassurance until they
return to normal

STRAINS, SPRAINS, DISLOCATIONS AND FRACTURES

Call911

Best to treat all as fractures since distinguishing between injuries can be difficult
Immediately minimize movement to prevent further injury

Control bleeding if needed
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e Leave injured limb in position it was found
e Coolinjury to reduce pain and swelling
e Comfort, calm and reassure the person

UNCONSCIOUS / UNRESPONSIVE

e (Call911
e Check for breathing, if none then have the person trained in CPR to assist them
e If breathing, monitor breathing until EMS arrives

211. BLOODBORNE PATHOGENS MANAGEMENT PLAN

A.

DOTD has developed and implemented a Bloodborne Pathogens Management Plan. This plan
includes an Exposure Control Plan.

Required initial and refresher Bloodborne Pathogens training is provided. Refresher training will be
based on each employee’s exposure level.

All Bloodborne Pathogens training shall be maintained in the individual employee’s training records.
Bloodborne Pathogens Response Kits or equivalent supplies are required at each DOTD facility.

SECTION 300 INDUSTRIAL HYGIENE

The purpose of this section is to minimize DOTD employee contact with hazardous substances and to

prescribe measures that shall be taken for employee protection.

301. RESPIRATORS

A.

Respirators shall be worn by all employees exposed to harmful levels of toxic gases, fumes, dusts,
vapors or other airborne particulate material that cannot be controlled by other means.

Only employees who have been educated, trained and fitted with respirators shall be allowed to use
them.

Beards or other facial hair shall not interfere with the proper fitting of the respirator.

302. RECORD KEEPING

A.

A Materials Safety Data Sheet (MSDS) reference shall be maintained on each hazardous substance
used by DOTD.
Data information required shall include:

e |dentity e Physical hazards
e Hazardous ingredients e Health hazards
e Physical and chemical characteristics e Special protection information

e Special precautions and spill/leak procedures
The employee’s immediate supervisor is responsible for ensuring that this information is imparted
to each employee using the substances and that the employee is properly protected from hazards.
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303. VENTILATION

Employees shall use general or local ventilation systems when provided at work locations whenever
there is a need for exhausting toxic or contaminated air.

304. CONFINED SPACES
A. Employees shall not enter confined spaces without taking the following precautions:

1. Employees shall not work in a confined space where harmful fumes, vapors or gases are present
or an oxygen deficiency exists until sufficient ventilation has been provided to eliminate all such
hazardous conditions.

2. Where general ventilation is not adequate, suitable temporary ventilation shall be provided
during occupancy by employees.

3. In emergency situations where respirators must be worn to enter a hazardous area, only those
employees who have been properly trained in the use of a specified respirator shall enter that

area.

305. TOXIC SUBSTANCES

A. Employees should not routinely come into contact with chemical substances, dusts, vapors, fumes
or gases including fuels, lubricants and solvents unless approved PPE equipment is worn and/or
contact does not exceed safe exposure levels.

B. When necessary, permanent or portable flushing or neutralizing equipment shall be available for
employee use.

306. HEARING CONSERVATION

A. Employees shall wear approved hearing protection in high level noise areas.
B. Only personal hearing protection approved by DOTD shall be worn.

SECTION 400 MOTOR VEHICLES

All operators of DOTD vehicles shall comply with the following statements.

401. DRIVER QUALIFICATIONS AND LICENSING

A. Avalid driver’s license shall be carried by each person operating a DOTD or privately owned vehicle,
when conducting official state business.

B. The class of driver’s license that shall be required for DOTD employees will be dependent on
equipment operated by the employee.

402. VEHICLE OPERATION

A. Operators of DOTD vehicles shall be assigned or delegated by an authorized person prior to
operating a vehicle.
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Employees operating vehicles must be familiar with and abide by pertinent traffic laws and
directives of DOTD.

The operator must be physically able to safely operate a vehicle. If he/she feels otherwise he/she
shall report to the supervisor and not attempt to drive.

Employees shall not operate a DOTD vehicle while under the influence of intoxicating liquor,
narcotic drugs or any other drug that renders them incapable of safely driving a vehicle.

Employee shall not operate a DOTD vehicle while texting or talking on a cell phone. Refer to PPM 54
for telecommunication device usage in vehicles.

The Operator’s Inspection Guide and Trouble Report shall be completed daily on vehicles of one ton
or greater capacity. Vehicles less than one ton capacity shall be inspected at least once a month as
indicated on the back of the Daily Vehicle Log.

DOTD employees shall use only a motor vehicle in good repair and condition.

Materials shall not be kept or stored on vehicle dashboards, but shall be stored in glove
compartments or appropriate storage compartments.

Avoid blocking vision to the rear by loading materials properly.

Mechanical defects shall be reported to the appropriate supervisor in accordance with established
procedures.

Unauthorized personnel shall not be allowed to drive or ride in DOTD vehicles.

DOTD employees shall drive courteously at all times and shall yield the right-of-way to other
vehicles if there is any question as to which vehicle has the right of way.

. Before starting either forward or backward drivers shall buckle up the seat belt and determine that
no person or object is in the path of the vehicle.

Drivers of vehicles equipped with booms, truck mounted ladders, mechanical or hydraulic lifts or
similar elevating equipment shall not drive with such equipment in an elevated or partially elevated
position.

Non-insulated vehicles or other equipment used in elevated positions shall not be operated within
10 feet of an energized power line. All power lines are considered to be energized until either the
person who owns the line or the electric utility authority confirms that they are not energized. For
power lines with voltages greater than 50,000 volts, increase the minimum distance from the line by
one foot for each additional 30,000 volts.

Operators of trucks or heavy equipment shall avoid restricting the flow of traffic to overtake and
pass by pulling off and stopping on road shoulders. When reentering traffic, drivers are fully
responsible for entering safely.

. Operators are responsible for the proper loading distribution and security of loads including waste
material and trash.

Operators or passengers shall not throw garbage, trash, burning material or other objects from
vehicles.

Drivers shall plan routes to avoid U-turns. When such turns cannot be avoided, appropriate signaling
requirements shall be observed. U-turns shall not be made across Interstate Highway medians,
except in emergency situations, or when a legal crossing is established.

Drivers shall overtake and pass vehicles only when the roadway is clearly visible and free of traffic
for a sufficient distance ahead to permit such overtaking and passing with safety.
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Drivers shall at all times maintain the appropriate following distance from other vehicles.

V. ltisthe operator’s responsibility to make sure there is adequate clearance prior to driving under
overhead obstructions.

W. All vehicle accidents shall be reported to the involved employee’s immediate supervisor in

accordance with established DOTD procedures, no matter how slight the damage.

403. SIGNALING, PARKING, BACKING AND COASTING
A. Signaling
e Drivers shall not start moving forward or backward, change lanes, stop, slow down or turn
without first confirming that such a move can be made with reasonable safety and then only
after giving an appropriate signal either by hand and arm or approved mechanical electrical
devices.
e DOTD employees shall use directional signals when operating on ODTD property as well as
thoroughfares.
B. Parking
e Equipment left unattended, shall have the engine turned off and left in its lowest gear or park
with the parking break set.
o All equipment left unattended shall be properly locked and with materials secured.
C. Backing
e Operators shall avoid backing whenever possible, especially out onto a main street or highway.
e When available, a spotter shall be utilized, to direct the backing of any vehicle that has an
obstructed rear view.
D. Coasting
e Drivers shall not coast with gears in neutral

404. ENTERING OR LEAVING VEHICLES

A. Employees shall enter or leave a vehicle only when it has come to a complete stop.

B. Employees shall enter and leave the vehicle by the route provided for such access and shall use
handholds and steps provided.

C. Employees shall not open the door of a vehicle on the side available to traffic until it is reasonably
safe to do so and it can be done without interfering with the movement of other traffic.

405. TRAILERS AND TOWED VEHICLES

A. The operator of the vehicle is responsible for the inspection of the hitch and properly hitching or
connecting trailers to the vehicle.

B. When towing trailers or other vehicles drivers shall exercise caution in coupling vehicles.

C. Safety chains shall be crossed and fastened below the ball mount with enough slack that they do not
restrict turning or allow the coupler to hit the ground.

D. When towing any vehicle by means of a rope, chain or cable the maximum speed shall not exceed
15 miles per hour.
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E.

F.

Only approved load restraints shall be used. A thorough check shall be made to assure all electric or
pneumatic systems are functioning properly after connections have been made.
Make sure items in or on the trailer are secured properly.

406. TRANSPORTATION OF PASSENGERS

A.

All employees that are not driving or operating equipment shall ride in the space or compartment
provided for passengers.

Employees riding in DOTD equipment provided with occupant restraint systems shall use the full
restraint system provided at all times when the vehicle is in motion, on or off DOTD property.
Employees shall not ride on equipment not intended to carry passengers such as forklifts, backhoes,
trailers, cranes, etc.

Employees shall not be allowed to get on or off any vehicle or equipment while it is in motion.
Employees shall not ride with their arms or legs hanging over the side of the tailgate of any vehicle.
Employees shall not be transported in the bed of a dump truck, except in an extreme emergency,
and then the bed should be clean and blocked down and the tailgate chain locked.

407. RADIO OPERATING PRACTICES

Radio transmitters shall not be operated while refueling a vehicle.

408. FUEL STORAGE

Fuel containers shall not be carried in a confined area of the vehicle. Only approved containers shall be

used to transport fuel.

409. DRIVER TRAINING

A.

All DOTD employees shall take the Defensive Driving Course within three months of the first day of
employment.

All DOTD employees shall have a refresher course in Defensive Driving every three years.

All DOTD employees shall report all convictions or guilty pleas for motor vehicle violations in private
or DOTD vehicles in writing to their supervisor by the close of the next business day. The supervisor
shall report and send the written statement to the Loss Prevention DOTD Program Specialist on the
same business day. The employee shall retake the Defensive Driving Course within ninety days of
the citation.
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SECTION 500 CRANES, HOISTS AND FORKLIFTS AND AERIAL
EQUIPMENT

501. LIFTING OPERATIONS, ELEVATED EQUIPMENT AND MAXIMUM CAPACITY

LIFTS

A. Lifting Operations

1.

10.
11.

12,
13.

14.

Only authorized and qualified employees shall operate cranes, hoists, derricks or forklifts and
the operator shall not leave equipment running and unattended.

All lifting equipment shall be regularly inspected and maintained by authorized and qualified
employees to assure that it is in proper working order.

Lifts requiring two cranes shall only be made under the direction of a supervisor in charge of the
job.

The operator shall make every effort to establish the weights of the loads to be lifted.

All rigging equipment including slings, spreaders, hooks, clevises and sheaves shall be inspected
before use. Defective equipment shall not be used and shall be submitted for repair or
discarded.

All lifting devices such as slings, spreaders, hooks, clevises and sheaves shall be properly stored
to protect against corrosion or deterioration when not in use.

The manufacturer’s recommended working load limit of equipment, devices, slings, lines or
ropes shall not be exceeded when used for lifting. Boom angle and length must be considered
when determining load.

Employees shall not place themselves under a lifted load. Also, an operator shall not swing a
lifted load over employees.

Lifted loads shall not be moved in the direction where the operator’s vision is restricted unless
there is an observer to assist in placing the load.

Employees shall not ride on hooks, lifted loads, fork prongs or pallets.

Employees working in elevated cages suspended by a single cable shall wear a safety harness
and lanyard tied off above the device supporting the cage.

Employees working in forklift elevated cages shall wear a safety harness attached to the basket.
All operators shall adhere to applicable training and the equipment manufacturer’s operating
instructions.

When lifting, lowering or maneuvering loads a spotter should be utilized.

B. Elevated Equipment

1.

Elevated parts of cranes, hoists or derricks shall not be operated closer than 10 feet from

energized power lines.

C. Maximum Capacity Lifts

1.

For maximum capacity lifts, the equipment shall be leveled in accordance with the
manufacturer’s recommendations.

Soil conditions and outrigger supports or cribbing shall be fully elevated for the expected
stresses before making any lift.
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3. The equipment shall only be used with the outriggers fully extended unless the operator’s
manual or load chart permits otherwise.
502. AERIAL EQUIPMENT

A. Operation of Aerial Equipment

1.

10.

11.

12.

13.

14.

15.

16.

17.

18.
19.

Aerial equipment shall only be operated by authorized and qualified employees who have taken
the applicable training.

To ensure proper operation, all aerial equipment shall be inspected and operationally cycled
each day before use.

The operating and maintenance instruction manuals issued by the manufacturer shall be
followed by the operator.

Aerial power shall not be turned off when equipment is elevated and hazardous work is being
performed.

Each operator shall be familiar with the mechanical and electrical test procedures of aerial
equipment.

Before lowering stabilizers, outriggers or hydraulic jacks the operator shall be certain there is no
one in a position to be injured.

The operator shall examine the footing for the truck wheels and outriggers carefully to be
assured of a stable setup. Hand brakes, shocks, and/or cribbing, when needed, shall also be
used to ensure stability. The truck should rest approximately level when viewed from the rear.
Drivers of trucks with mounted aerial equipment shall be constantly aware that the vehicles
have exposed equipment above the elevation of the truck cab and provide necessary travel
clearance.

When the boom must be maneuvered over a street or highway, all necessary precaution shall
be taken to avoid accidents with traffic or pedestrians. A flag person shall be used if necessary.
Aerial equipment blocking roadways, streets or otherwise exposed to vehicular traffic shall be
protected in accordance with prescribed practices.

Load limits of aerial devices and manufacturer specified load ratings shall not be exceeded.
Sudden stops or starts shall be avoided.

Aerial lifts and devices shall not be modified except by the manufacturer.

All operators shall adhere to applicable training and the equipment manufacturer’s operating
instructions.

Prior to moving aerial lift vehicles the ladder, bucket and outriggers shall be stowed in place
with lifting device in a zero energy state.

Employees shall not sit, stand or climb on edge of the basket or use planks, ladders or other
devices for a working position.

A body harness shall be worn with a lanyard attached to the boom or basket when working in a
raised position. Attachment to adjacent structures, poles and/or equipment is prohibited.
Manufacturer specified load ratings shall not be exceeded.

When in use, brakes shall be set and outriggers, if equipped, positioned on solid footing and
wheels locked.
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20. Aerial lifts shall not be moved when the boom is elevated and the basket is occupied unless the
lift has been specifically designed for each operation.

21. Articulating boom and extendible boom platforms shall have dual controls, one control located
in the operator basket and the other being located for use at the ground level. Controls shall be
readily marked with the lower control unit serving as the override. When the lift is occupied,
ground level controls shall not be used without the operator’s permission except in emergency
operations.

23. Equipment shall not be operated within 10 feet of overhead high voltage lines.

24. Any fall protection equipment, including body harnesses, lanyards and lifelines used to arrest
and employee fall shall be replaced immediately following an incident.

25. Riding in the basket with the vehicle in motion is not permitted.

26. Entering or leaving the basket shall be done only with the basket resting near the ground or in
the cradled position. Exceptions will be in accordance with the procedures outlined in Section
502 Item B.

27. Employee’s feet shall be on the floor of the basket the entire time they are in the basket.

28. The operator shall be observant in order to make sure that the basket is clear of obstacles and
traffic.

29. The employee working in a non-insulated basket shall assure at all times that no section or part
of the equipment comes in contact with any energized lines and equipment.

30. When the basket is in operation in an elevated position another qualified person should be
available to operate the controls should the need arise. The lower controls shall not be
operated except in an emergency or upon the request of the operator in the basket.

31. When using tools with supply lines (hydraulic, pneumatic or electric) the operator shall ensure
that supply lines are kept free of the controls.

32. Adequate clearance shall be maintained so that protruding tools in the basket will not come in
contact with conductors or other obstructions.

33. Power tools shall be disconnected from the power supply when not in use.

Transferring from basket to tower or structure

Employees may transfer from the basket to towers and portable or permanent work platforms using

the following procedure:

1. The employee to transfer shall remain in the aerial basket in such a manner that the center of
gravity of their body will be inside the basket perimeter while detaching the safety strap from
the aerial equipment.

2. The employee shall not attempt to climb out of the basket but shall remain in the position
above until their safety strap or lanyard is attached to the lower or work platform.

3. When transferring from the lower or work platform the reverse of this procedure shall be used.
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SECTION 600 OPERATION OF EQUIPMENT

601. GENERAL OPERATIONS

A.

Employees operating vehicles or equipment shall be familiar with and abide by pertinent traffic laws
and directives of DOTD.

Operators shall keep all vehicles clean and free of loose objects that might distract or cause injury to
the operator or passengers while the vehicle is in operation.

All unsafe equipment being worked on shall have a warning tag on the steering wheel or place
where it can be readily seen before the operator can start the equipment.

Before operating equipment at the beginning of the day, a pre-start inspection is required. All
windows will be cleaned of ice, frost or other obscuring material and the operator shall walk
completely around the vehicle/equipment prior to its movement.

When vehicles are stopped along the shoulder and warning signs are not erected, no vehicle will be
opposite another vehicle within a distance of 100 feet. The drivers and passengers of such vehicles
shall not congregate in the traffic lanes.

Equipment shall not be stopped or parked on the traveled portion of the roadway except when
required in the performance of a maintenance activity and only after the necessary traffic control
has been established.

Vehicles/equipment shall not be parked or left adjacent to the roadway in such a manner as to

constitute a traffic hazard.

When parking non-motorized equipment (trailers, air compressors, tar kettles, etc.) that do not have
brakes, the wheels shall be blocked to prevent any movement.

In the event visibility makes continued safe operation of the equipment impossible, drivers shall pull
well clear of the traveled roadway and remain parked until driving can be safely resumed.

When operating equipment for snow removal or sanding operations, caution shall be exercised at
all times.

All equipment shall be secured so it cannot be started or moved by an unauthorized person.

All elevating blades and buckets shall be landed at the end of a workday or when the equipment is
out of service.

. The operator shall learn the limitations of operating equipment on slopes or rough haul roads.

The operator shall be the only one on the machine when in use. No passengers are allowed.
Exception: equipment designed to accommodate more than the operator may be occupied by a
supervisor, helper or authorized trainee.

Unauthorized persons shall not ride in or operate DOTD equipment except in an emergency
situation.

No one except the operator is permitted to ride on trailer or distributor or on any portion of a motor
grader, tractor, front-end loader, motorized mower or similar equipment unless the operator
requires assistance in performance of an activity.

Except for the purposes of ingress/egress, vehicle doors shall be kept closed whether the vehicle is
parked or in motion.

Employees shall not be permitted to ride on the hood, running board or fender of any vehicle.
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AA.

CC.
DD.

Employees shall not project any part of their body beyond the sides of the vehicle.

Employees shall not open the door of a vehicle on the side available to traffic until it is reasonable
safe to do so and it can be done without interfering with the movement of other traffic.

Drivers shall not permit vehicles to be loaded beyond the capacity of the unit. Also, they shall not
permit material, equipment or miscellaneous gear to be loaded upon a running board, fender, hood
or truck box in any manner which would permit any portion thereof to extend beyond the fender
line or to extend upwards to heights sufficient to strike overhead wires, garage doors, etc. or in any
way interfere with the vision of the operator.

Flags and other warning devices placed upon DOTD equipment shall be in accordance with this
manual and other DOTD directives.

When any vehicle or equipment has to be pulled, employees shall stand clear of the cable, chain,
rope or strap used in the process.

Operators shall dismount from equipment being loaded unless it is equipped with a cab guard. Even
with a cab guard, an operator shall dismount any time heavy slabs, etc. that are being loaded.
Raised hydraulic beds shall be blocked for the protection of employees during inspection or repairs
underneath the equipment. The prop or block shall be sufficient strength to support the weight of
the bed.

All required lights, reflectors and accessories shall be maintained and in working condition.

All operators shall adhere to applicable training and the equipment manufacturer’s operating
instructions.

The installation and use of seat belts is mandatory on all machinery equipped with roll over
protection.

Refueling shall not be done while the motor is running.

Operators shall use equipment only for the purpose for which it is designed.

602. ALL TERRAIN VEHICLES

A.
B.

—Teoemmo

Employees are required to complete formal ATV training prior to operating an ATV.

A pre-trip inspection of the ATV shall be done prior to operation. Besides fuel and oil levels special

attention must be paid to tire condition, braking, steering and suspension systems. These are critical

to operating safely.

Employees shall wear appropriate apparel and personal protective equipment.

e Appropriate apparel — long sleeve shirt, long pants and over-the-ankle boots

e Required PPE — DOTD safety vest, approved DOT helmet, goggles or face shield and gloves

e Recommended additional personal protective equipment — roll bar, seat belt (if equipped with
roll bar), chest body armor and kneepads

Employees shall read the ATV’s Owner’s Manual prior to operation.

The weight capacity of the ATV shall not be exceeded. Pay special attention to load limits.

The ATV shall not be modified without approval from the manufacturer.

Passengers shall not be allowed.

Care shall be taken when operating an ATV with added attachments or carrying cargo.

The operator is responsible for the proper loading of cargo.
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Manufacturers state that ATVs are off road vehicles and are not designed for use on paved surfaces.
Thus slow speed Thus ATVs shall not be utilized on paved surfaces.

It is the operator’s responsibility to be observant of their surroundings at all times.

The operator shall operate at a safe speed for terrain and weather conditions.

Emergency lights shall be used while in the area of moving equipment or vehicular traffic.

The operator shall not perform wheelies, spin outs or horseplay while riding the ATV.

It is the operator’s responsibility to remove the key when the ATV is unattended.

603. LIGHT EQUIPMENT

A.

n

Light equipment shall mean all trucks 16,000 GVW or less, passenger type vehicles, wheel tractors,
brooms and smaller types of powered or non-powered equipment.

Employees must be familiar with and abide by pertinent traffic laws and directives of DOTD.

All light equipment shall be operated in accordance with the manufacturer’s specifications,
instructions and recommendations.

Safety cages will be installed behind the back seat of carryall, vans and station wagons that
transport material above the seatback of the passenger compartment such as iron pins, wooden
stakes and instruments of any kind.

Wheel tractors used for mowing shall be equipped with two flags or flashing lights mounted at each
side of the roll bar or cab.

Guards and shielding on rotary mowers shall be in place and in good condition at all times.
Shielding shall be installed on the tractor behind the operator’s seat as protection from objects that
may be thrown from the rotary mower.

When not in use, equipment or tools carried on vehicles shall be placed securely in compartments
or otherwise fastened.

All one ton or larger equipment shall have backup alarms and the alarms shall be kept in good
working order.

Extreme caution shall be used when operating equipment on sloped embankments or near the edge
of ruts and hills.

Extreme care shall be used when working on or around railroad crossings, particularly where sight
distance is limited.

Air booster tanks for brakes shall be released when equipment is at rest at the end of the day.

All guards shall be inspected regularly and kept in place.

Respirators shall be used when performing operations where chemicals are used or where the
operations produce dust or any type of fumes that may be injurious to health and cannot be
controlled by other means.

All trailers shall be equipped with functioning stoplights, directional lights, clearance lights,
reflectors and safety chains.

Prior to towing, the tow vehicle operator shall inspect all trailers.
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604. HEAVY EQUIPMENT

A.

6 Mmoo

The term heavy equipment shall mean equipment performing operations such as excavating, lifting
and shaping. Equipment classified as “heavy” requires experienced operators having advanced
knowledge of the activities to be performed.

All equipment shall be operated in accordance with the manufacturer’s specifications and
recommendations.

Special warnings and instructions shall be posted and visible to the operator at the controls.
Handholds and steps shall be provided for easy access to the equipment cabs.

Heavy equipment should be transported unless the equipment is designed for safe roadway travel.
Never leave the control with a load suspended or permit others to walk under the load.

If the piece of equipment accidentally contacts a power line, the operator shall swing the equipment
clear. If the equipment cannot be cleared, the operator should stay on the equipment and remain
calm until rescue procedures are in place.

605. FIELD OPERATIONS WITH HEAVY EQUIPMENT

A.

Mowers

1. Operators of mowers shall comply with the current “Manual of Uniform Traffic Control Devices”
and the manufacturer’s specifications, instructions and recommendations.

2. Operators shall not allow anyone to ride on any part of a mower while mowing.

3. Mowing shall not be done with a section of the rotary or wing mower in a raised position on the
roadside.

4. Mowing against traffic should never be practiced on winding or hilly terrain where sight distance
of on-coming traffic would not allow sufficient time to pull onto the roadway for any reason.

5. A mower undergoing work repair shall be blocked or chained to prevent it from falling.

6. Mowers shall have a red or orange flag affixed on both sides of the mowing deck while traveling
on the road or mowing adjacent to the roadway.

Sweepers

All sweeping operations shall conform to traffic control and signing procedures as prescribed in the

“Manual of Uniform Traffic Control Devices” and the manufacturers operating manual.

Spraying

Employees performing spraying operations, or employees coming into contact with spray materials,

shall have a thorough knowledge of the chemicals being used in accordance with the instructions or

recommendations (if any) of the spraying manufacturer.

Tree trimming

1. All manufacturer’s recommendations and instructions shall be followed for the equipment being
used for tree trimming.

2. All employees using chain saws shall have completed DOTD’s Chainsaw Safety and Operations
Training.

Sanding
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2.

Operators shall not operate the truck with the bed raised to full height. When half a load has
been spread, the driver should pull over to the side of the road, raise to bring the remaining
material to the rear of the bed, then lower the bed to half height and continue the operation.
Keep arms and legs away from the spreader auger when it is in motion.

F. Snooper Operations

1.

All Snooper operations shall be conducted in accordance with the operating instructions,
cautions and recommendations of the manufacturer. The driver and basket operator shall read
and understand all manufacturers’ operating instructions displayed on the unit.

The rated workload of the unit shall not be exceeded.

Interlocks or other safety devices shall not be altered or disabled.

Employees not authorized or unqualified shall not operate this unit. Employees shall have
proper training prior to being authorized by their supervisor to operate this unit.

The minimum crew shall consist of a qualified driver and a qualified basket operator. When the
platform is deployed in an operating position, a qualified truck driver knowledgeable in the
procedures for the retrieval of personnel and/or the platform, shall be on the support structure
at all times.

Prior to using the unit and during use, the driver and basket operator shall check the area for
operating conditions and limitations including potential hazards.

Boarding of the platform shall be from the support surface. Climbing over the bridge railing to
board the platform is permitted if you are wearing a personal fall arrest system and 100% tied
off during the procedure.

All occupants of the snooper basket shall wear a personal fall arrest system and appropriate
personal safety equipment.

G. Excavation

1.

All excavation activity shall be conducted according to accepted safety practices; the
manufacturer’s operating instructions for the type of equipment operated and the DOTD Code
of Safe Practices Manual.

Employees shall comply with the Louisiana Underground Utilities and Facilities Damage
Prevention Law. In order to locate underground utilities or facilities call Louisiana One Call (Call
811 or 1-800-272-3020 forty eight hours before digging is scheduled. Marks are valid for 10
calendar days. Allow an 18 inch tolerance zone.) No excavation work shall be started until
efforts have been made to determine if underground utilities or facilities are located in the area.
Also, no excavation work shall be started after the 10 calendar days have expired.

H. Scaffolding

1.

2.

3.

Scaffolds are required for any work that cannot be safely done from the ground by use of a
ladder. Front end loader buckets shall not be used as a substitute for scaffolding.

All scaffolds, ladders, machinery, equipment, and devices shall be inspected at frequent
intervals while in use. Any scaffold found damaged or weakened shall not be used until repairs
have been completed.

The footing or anchorage for scaffolding shall be sound, rigid and capable of carrying the
maximum intended load without setting or displacement. Unstable objects such as barrels,
boxes, loose brick or concrete blocks shall not be used to support scaffolds or planks.
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4. Materials being hoisted onto a scaffold should have a tag line.

5. Employees should not work on scaffolds during storms or high winds, or when those scaffolds
are covered with ice and/or snow.

6. Tools, materials and debris shall not be allowed to accumulate in quantities to cause a hazard.

NOTE: Operation of DOTD equipment not covered in this manual shall be in accordance with generally

accepted good operating practices, the manufacturer’s instruction, training and SOCL training when
applicable.

SECTION 700 ELECTRICAL

701. GENERAL

A.

w

All electrical receptacles, covers, outlets and wiring shall be approved by a national recognized
testing laboratory.

Wiring and extension cords shall be a 3-wire type or sufficiently grounded.

Portable metal ladders shall not be used for electrical work or where they may contact an electrical
conductor.

All hand tools used in electrical world shall be insulated and in serviceable condition.

All powered hand tools shall be double insulated and in serviceable condition.

When electrical circuits are opened for repair, alteration or examination, the circuits shall be locked
out and/or tagged and closed only by the one who opened the circuit or under the direction of the
supervisor. Special lock-out precautions shall be taken when the circuit may be energized by an
automatic control device.

Employees shall not disconnect electrical cords from their socket by pulling or jerking on the cord.
Employees shall not place cords under rugs as this will block the path for heat to escape from the
cord.

Prior to use employees shall inspect electrical cords for damage to insulation, plug or socket.
Damaged cords shall not be used.

Employees shall not exceed the power capacity on an extension cord.

Employees shall not use extension cords for permanent wiring.

Extension cords shall be protected against accidental damage due to traffic, sharp corners, kinking
or pinching.

Extension cords shall not be fastened by conventional staples, hung from nails or suspended by
wire.

Retractable extension cords should be used where practical.

Make sure plugs fit into outlets properly or overheating may occur.

Do not remove the ground pin (the middle prong) on the plug to make a three-prong plug fit into an
outlet with only two holes.
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Employees shall not overload outlets. Keep all outlets properly covered with secure plates that
cover all wiring.

Never put any object other than the appropriate size plug into an outlet.

Surge protectors should be Underwriters Laboratory or Electrical Testing Laboratories approved.
Each surge protector shall be plugged into an outlet and not “daisy chained” or “piggy backed”.

Do not locate a surge protector where the unit would be covered with carpet, furniture or any other
item that will limit or prevent air circulation.

Never use a three or two prong adapter to power a surge protector. It should always have a three
pronged ground plug.

. Warning signs shall be posted at all major electrical installations and high voltage areas.

X. Loose wires hanging from buildings, poles, or crossing roads shall not be touched. A safe practice is
to assume that all wires are live.

Y. Caution shall be exercised in using portable electric tools in hazardous places, such as damp areas,
underneath buildings or where potential contact with water pipes exists.

Z. All electrical circuits shall be tested with a Volt-Ohm Meter prior to service to determine if it is
energized.

AA. Employees shall not drill into a wall, ceiling or surface without first locating all electrical wiring and
circuits.

BB. Employees shall avoid wearing jewelry while performing electrical work.

SECTION 800 FIRE PREVENTION AND PROTECTION
801. GENERAL

All fire prevention measures shall be in accordance with the National Fire Protection Association Codes,

Office of the State Fire Marshall regulations and other federal, state or local ordinances.

A.

Internal combustion engine powered equipment shall be located so that the exhausts mufflers are
well away from combustible materials.

Smoking shall not be permitted at or in the vicinity of operations that constitute a fire hazard. “NO
SMOKING” signs shall be posted in these areas.

Leakage or spillage of flammable or combustible liquids shall be contained and disposed of promptly
and safely.

Fire lanes shall be maintained in yards between buildings, fences and stored material and/or
equipment. Such fire lanes should be at least 15 feet wide (where practical) and maintained free
from accumulation of rubbish, weeds or other combustibles.

Fire extinguishers shall be located within a 75 foot radius where flammable or combustible liquids
are stored and “NO SMOKING” signs shall be posted.

The engines of all vehicles/equipment being refueled, pagers and cell phones shall be shut off
during fueling operations.

Do not enter the vehicle while refueling.
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H. When refueling portable containers, place on the ground and ensure contact with the spout and
container.

I.  All employees shall be familiar with the location and operation of portable fire extinguishers.

J. Buildings and applicable vehicles/equipment shall have adequate fire protection equipment. Each
District Administrator, Executive Director or Section Head is responsible for ensuring that fire
extinguishers are properly located in their respective domain.

K. Districts/Sections will develop a Fire Plan to safely evacuate building occupants. This plan shall be
included in the Emergency Procedures Plan for the specific location(s) and be posted.

L. Fire drills shall be conducted as required by ORM.

M. All fires shall be reported immediately to the employee’s supervisor or to the next level in the chain
of command.

N. Cigars, cigarettes, pipe tobacco, ashes or discarded matches shall not be disposed of in waste
baskets or other trash containers, but shall be discarded in the appropriate receptacles.

0. Classification of fires:

1. Class A Fires: Defined as fires in ordinary combustible materials such as wood, cloth, paper,
rubber and many plastics. Extinguishing agents include water and multipurpose dry chemicals.

2. Class B Fires: Defined as fires in flammable liquids, gases and greases. Extinguishing agents
include CO2 and multipurpose dry chemicals.

3. Class CFires: Defined as fires involving energized electrical equipment. Extinguishing agents
include CO2 multipurpose dry chemicals and air depletion agents.

4. Class D Fires: Defined as fires in combustible metals such as magnesium, titanium, sodium and
potassium. Extinguishing agents have special requirements depending on the type of metal
involved.

802. FIRE EXTINGUISHERS

A. Inspections

1. All portable fire extinguishers shall be inspected monthly.

2. All employees shall be familiar with the location and operation of fire extinguishers.

3. All office areas, warehouses, shops, equipment storage buildings, etc. shall be equipped with
fire extinguishers equivalent to the Louisiana State Fire Marshall’s current regulations.

4. Gas pumps shall be provided with fire extinguishers equivalent to the Louisiana State Fire
Marshall’s current regulations.

B. Extinguishers shall be conspicuously located, accessible and securely mounted on a wall bracket.
The brackets shall have a red background or label and be located in all maintenance shops and other
operational areas.

C. Vehicles and equipment used to transport flammable materials shall be equipped with fire
extinguishers equivalent to the Louisiana State Fire Marshall’s current regulations. A portable fire
extinguisher is required for, but not limited to, the following vehicles and equipment: oil distributor
trucks, paint stripers, trucks transporting paint, fuel transports, vehicles transporting portable fuel
tanks for refueling, and trucks carrying tar kettles.
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Extinguishers shall be securely mounted in a bracket on the vehicle or equipment and readily
accessible.

Extinguishers shall be inspected, tagged and maintained in accordance with the National Fire
Protection Administration (NFPA) standards.

803. FIXED FIRE EXTINGUISHER SYSTEMS

A.

Employees shall be familiar with the employee warning signal installed in areas where fixed gas (ex.
Halon) fire extinguisher systems may automatically discharge and create an Immediately Dangerous
Life and Health (IDLH) atmosphere.

Employees shall immediately leave the area where fixed gas extinguishing systems have been
discharged.

Employees shall not enter the area where fixed gas systems have discharged until the area has been
properly ventilated and tested for oxygen deficiency.

804. SAFE STORAGE/DISPOSABLE OF FLAMMABLE/COMBUSTIBLE MATERIALS

A.

All flammable and combustible liquids in excess of five gallons shall be maintained in an approved
fire cabinet when stored in alternate locations other than those dedicated solely to flammable and
combustible liquids.

Flammable or combustible waste liquids shall not be disposed of in all drains, sewers or trash
containers, but shall be disposed of in accordance with DOTD approved procedures.

All flammable liquids shall be kept in approved, properly labeled containers. Large storage
containers such as above ground storage tanks shall be grounded and the immediate area bermed
for containment of the contents.

Waste paper and other combustible materials shall not be allowed to accumulate. Weeds and other
undesirable vegetation shall not be allowed to grow or accumulate adjacent to garages, supply
yards, buildings, tanks or any other structure.

805. FIRE DRILLS

A.

The minimum number of fire drills required by ORM shall be conducted at each location annually
and documented.

Evacuation plans are required to be posted near exits and in other strategic locations in buildings
with a single floor. Buildings with more than one floor should have evacuation plans posted next to
elevators/stairs and near exits.

Depending on the location, the signal/warning to convey a fire/evacuation drill may vary. Some
signals/warnings that can be used are; fire alarms, intercom systems, telephone, two-way radio,
whistles, and word of mouth.
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SECTION 900 PERSONAL PROTECTIVE EQUIPMENT

901. GENERAL
A. Personal Protective Equipment (PPE) provided by DOTD shall be worn in order to protect employees

from exposure to workplace hazards and the risk of injury. When necessary and available, other

existing hazard controls shall be used in conjunction with PPE to adequately protect DOTD

employees from hazards. For guidance on when to use certain items of PPE while performing a job

refer to the Code of Safe Practices.

B. The use of PPE is addressed in this manual, the DOTD Code of Safe Practices, JSA’s, various training

classes and equipment manufacturer guidelines.

C. PPE used by one employee should be cleaned and disinfected before being worn by another

employee.

1. Loss Prevention Section

a.
b.

Select and recommend purchase of PPE

Review and evaluate PPE Hazard Assessment Forms and recommend any necessary update
or new purchase of suitable PPE. This shall be required if there is an employee request, a job
changes, a supervisor determines the need, a year has passed, new equipment is used
and/or there has been an accident.

Maintain records (accident reports, Loss Prevention Committee Meetings, JSA’s and Hazard
Assessment Certification Forms) in order to access hazards.

Periodically re-evaluate the suitability of previously selected PPE.

Review, update and evaluate effectiveness of PPE use, training and policies.

Provide assistance to supervisors and employees on the proper use, care and cleaning of
approved PPE.

2. Supervisors

d.

Supervisors of each work gang/crew shall ensure that all required PPE is available and worn
as determined by the work being conducted.

Shall assess each work area to determine if hazards are present, or are likely to be present,
which necessitates the use of PPE. Each assessment shall be documented using the PPE
Hazard Form. This shall be required if there is a supervisory or employee request, a job
changes, a super determines the need, a year has passed, new equipment is used, and/or
there has been an accident.

Shall ensure all PPE Hazard Assessment Forms are signed and given to the Loss Prevention
DOTD Program Specialist.

Shall maintain records on PPE assignment and training.

Shall provide appropriate PPE to employees.

Shall train employees on the use of PPE including:

e What PPE is required when performing job tasks

e How to obtain the required PPE

e How to properly use PPE, including properly donning/removing and fit testing PPE
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3.

e Limitations of PPE

e How to care for, store and dispose

e How and from whom to request assistance concerning PPE

e |dentifying how the agency will enforce proper PPE usage

e Identifying how the agency will provide for any required medical examinations (i.e. for
respirator usage)

e Identifying how and when to evaluate the PPE program

Shall ensure PPE training is documented and kept on file.

Shall ensure employees properly use, maintain and store PPE.

Shall ensure defective or damaged PPE is properly disposed of and replaced.

Shall notify DOTD management and the Loss Prevention DOTD Program Specialist when new

hazards are introduced or when processes are added or changed.

Employees

a.

P ooy

Employees shall follow all PPE policies and rules. Personnel working on projects/jobs shall
use the required PPE for the specific job risks. Employees shall comply with the rules and
regulations of contractors while on the work site.

Properly wearing PPE required

Attended required training sessions

Proper care to clean, maintain, store and inspect PPE as required

Reporting PPE in poor condition to their supervisor and for having the items replaced
immediately prior to the start of work.

902. HEAD PROTECTION

A.

Protective helmets (hard hats) designed to reduce electrical hazard shall be worn by affected

employees when near exposed electrical conductors which could contact the head.

Each affected employee shall wear hard hats when working in areas where there is a potential for

injury to the head from flying or falling objects or by bumping the head against a fixed object.

Employees shall wear hard hats when working with hazardous chemical substances.

Examples of DOTD work functions where hard hats would normally be required:

Note: This list is intended to provide examples only and is not all inclusive.

Pile and bulkhead driving and repair

Bridge construction, inspection and repair

All electrical work involving energized conductors

Overhead construction and demolition work

Work in excavators

Use of pavement breaking devices

Tree trimming and removal

Construction of bridges, structures, and walls etc.

Bridge painting

Moveable bridge maintenance

Traffic signal and sign construction, maintenance, and repair
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e Herbicide spraying

e Work sites deemed hard hat areas by contractors

Hard hats provided by DOTD shall meet the requirements of the latest ANSI standard and approved

by DOTD.

e Half brim and full brim hard hats shall be provided by DOTD.

e In special operations where hard hat retention is difficult, hard hats with chin straps shall be
worn.

Affected employees shall have hard hats readily available at all times.

Hard hats may be worn by an employee at any time.

Supervisors shall ensure that defective hard hats be removed from service and replaced

immediately. Requirements for replacement of hard hats will follow the manufacturer’s guidelines.

Hard hats shall not be painted or materially altered in any manner and shall be worn as intended by

the manufacturer and approved by DOTD (i.e. not backwards or sideways).

Hard hats shall be worn on any site designated as a hard hat area.

Visitors in areas requiring head protection shall be provided with a hard hat by the supervisor in

charge of the operation.

Supervisors may require that hard hats shall be worn if the risk for potential injury could be

eliminated or significantly reduced. Supervisors are encouraged to consult with the DOTD Program

Specialist for concurrence.

Road closures by Police or DOTD that are isolated from through traffic shall not require the use of

head protection unless overhead work is performed.

Extreme caution should be observed by employees and supervisors to ensure that hard hats are

worn in all environments where the threats of head injuries exist.

903. EYE AND FACE PROTECTION

A.

Approved eye and face protection shall be used by employees when performing work where flying

particles or corrosive vapors and liquids are present. Proper selection of eye protection to be worn

for any job assignment is determined by the degree of exposure hazards.

Eye or face protection shall be used for the following work activities:

Note: This list is intended to provide examples only and is not all inclusive.

e Breaking any line which could be under pressure (except when full faced respiratory equipment
is used)

e Using or handling solvents, acid, caustic or other chemicals

e Performing laboratory work involving chemicals

e Welding and cutting

e Automotive repairs

e Chipping, caulking, grinding, pinching, riveting or scraping material that could cause flying debris

e Drilling or breaking concrete, brick, stone or metal which may cause flying debris

e Operating metal or woodworking machinery where chips, splinters or other particles are likely
to be thrown (face shields are required for using portable power saws, abrasive metal saws and
reciprocal saws)
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e Operating tractors/bush hogs, push mowers, weed cutters, chain saws and edgers
e If required by contractors while on their worksite

904. HEARING PROTECTION

A. Hearing protection for employees exposed to noise levels greater than 85 dB shall be required.
Disposable ear plugs may be used as a method of noise level control. Cotton is not considered an
acceptable substitute.

B. Employees shall wear approved personal hearing protection devices in high-level noise areas.

O

Only hearing protection devices approved by DOTD shall be worn.
D. Hearing protection equipment shall be attenuation tested in accordance with the latest ANSI
standard as approved by DOTD and have minimum noise reduction rating of 22 dB.

905. LIFE JACKETS

When working on or above water, United States Coast Guard (USCG) approved work vests, inflatable
work vests or personal flotation devices Type Ill Life Jackets shall be worn.

906. RESPIRATORY PROTECTION

A. Respirators shall be worn by all employees exposed to harmful levels of toxic gases, fumes, dusts,
vapors or other airborne particulate matter that cannot be controlled by other means.

B. Only employees who have been medically tested for respiratory diseases, trained and fit tested with
respirators shall be permitted to use them. DOTD shall provide the necessary fit and testing.

C. Employees shall be clean shaven where the respirator contacts the face. Beards or other facial hair
shall not interfere with the proper fitting of the respirator.

D. Respiratory equipment shall be inspected and cleaned regularly. Defective equipment shall be
replaced immediately.
Dust and particle masks shall be worn when dirt and dust are airborne.
Respirators used for DOTD operations shall be National Institute for Occupational Safety and Health
approved.

907. HAND PROTECTION

Supervisors shall ensure that employees use the appropriate glove for the job being performed (i.e.
leather, cotton, rubber, chemical resistant, disposable, etc.)

A. Hand protection should be worn when employees’ hands are exposed to any of the following

hazards:

e  Skin absorption of harmful substances e Severe cuts, lacerations or punctures
e Corrosives e Abrasions

e Electrical, chemical or thermal burns e Harmful temperature extremes

e Viral and/or bacterial exposure e Vibration protection
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B. Rubber insulating gloves are required for electrical workers. The Hazard Communication Standard
provided by DOTD requires the department to inform workers about any hazards in the workplace
and explain and provide protective devices, which include gloves.

C. Federal standards require guards on both hand and portable powered tools and on machinery to
protect the body, especially the hands.

908. FOOTWEAR

A. Federal standards require each affected employee wear protective footwear when working in areas
where there is a danger of foot injuries due to falling or rolling objects piercing the sole and where
employees are exposed to electrical standards.

B. When operations require working on slippery surfaces, footwear with non-skid oil resistant soles
should be worn.

C. Employees are encouraged to wear the appropriate footwear for the work being performed. District
Administrators, Executive Directors and Section Heads shall provide guidance for their employees.

909. CLOTHING

A. Employees shall wear the appropriate clothing for the work being performed and the weather
conditions. In determining what clothing is suitable, management should consider weather
conditions and exposure to occupational hazards. Refer to PPM #64 for DOTD’s Dress Code.

B. Employees working around machinery or rotating equipment shall not wear torn or loose fitting
clothing.

C. The loose ends of wiping rags or similar material shall not protrude from the pockets.

910. OCCUPANT RESTRAINT SYSTEMS (SAFETY BELTS/HARNESSES)

A. All employees either operating or riding as a passenger in a state and/or private vehicle on official
state business shall wear seatbelts and shoulder harnesses (whichever comprises the complete
occupant restraint system) in accordance with state law.

B. Itis mandatory that all employees shall wear seatbelts when operating DOTD equipment provided
by the manufacturer.

C. Off-road equipment with roll over protection structures (ROPS) requires the use of occupant
restraint systems (safety belts). If the equipment is not equipped with ROPS or adequate canopy
protection, safety belts are not recommended for use.

D. All occupant restraint systems shall be maintained in good operating condition. Non-functioning
restraint systems shall be reported immediately to the operator’s supervisor.

E. Operators shall ensure compliance with the DOTD Safety Restraint Systems Policy prior to moving
the vehicle/equipment.

911. APPROVED SAFETY VESTS

A. DOTD approved safety vests are defined as meeting or exceeding the latest ANSI/ISEA standard
adopted by DOTD.





All employees whose work includes exposure to moving roadway traffic or moving construction
equipment shall wear a safety vest issued and approved by DOTD.

During low light conditions or inclement weather, employees shall have the option to wear the Class
2 safety vest, Class 3 safety vest or rainwear (jacket and bib combination or trench coat).

Night work apparel: The latest ANSI/ISEA standard performance for a Class 3 garment shall be worn
by flaggers. The Class 3 safety vest can be worn. Also, the Class 2 safety vest and Class E trouser or
rain pants ensemble constitutes a Class 3 garment. In order to make other employees more visible
at night the Appointing Authority may require employees to wear the Class 3 safety vest or
ensemble based on exposure to hazardous vehicular traffic.

912. FALL PROTECTION EQUIPMENT

A.
B.

Approved fall protection systems shall meet the latest ANSI/ISEA standard as adopted by DOTD.
Aerial lifts may be used for working at heights; however, all operators shall wear approved fall
protection and be secured by a lanyard when the working height is six feet or higher.

Employees shall wear fall protection equipment when a supervisor determines that they are
working at hazardous heights or there is a danger of injury.

Employees shall wear fall protection equipment when a supervisor determines that they are
working at hazardous heights or there is a danger of injury.

Lanyards shall be attached to prevent a free fall of six feet or more.

Lifelines, lanyards and deceleration devices shall be attached to an anchorage (capable of
supporting 5000 lbs. per employee) that is attached and connected to the body belt or harness in
the same manner as it would be when used to protect employees.

Personal fall arrest systems shall be regularly inspected. Any component with any significant defect
such as cuts, tears, abrasions, mold or undue stretching; alterations or additions which might affect
its efficiency; damage due to deterioration; contact with fire, acids or other corrosives; distorted
hooks or faulty hook springs; tongues unfitted to the shoulder of the buckles; loose or damaged
mountings; non-functioning parts; or wearing or internal deterioration in the ropes shall be
withdrawn from service immediately, and shall be tagged or marked as unusable, or destroyed.
Fall protection equipment and assemblies shall be inspected according to the manufacturer’s
recommendations. Each belt and lanyard shall bear manufacturer’s recommendations. Each belt
and lanyard shall bear manufacturer identification marks.

Employees shall properly adjust body belts and harnesses.

Employees shall use shock absorber or shock absorbing lanyard whenever possible.

It is the responsibility of supervisors to provide training to their employees on identifying when the
selected PPE is necessary, on how to use the equipment, proper care and maintenance of it.
Always read all instructions and warnings contained on and in the product packaging before using
any fall protection and equipment.

. If there are any doubts about which fall protection product to use, choose the following basic

system:
1. Full Body Harness with Sliding Back D-Ring: Should a fall occur, the body harness would
distribute the load throughout the body instead of concentrating the forces on the abdomen, as
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N.

in the case with traditional body belts. The sliding back d-ring will keep the worker in an upright
position in the event of a fall, which allows the worker to remain as comfortable as possible
while awaiting a rescue.

2. Shock Absorbing Lanyards with Locking Snap Hooks: Lanyards with built-in shock absorbers
reduce fall arresting forces by 65-80% compared to forces generated by traditional lanyards.
Locking snaps feature self-closing, self-locking keepers which remain closed until unlocked and
pressed open for connection or disconnection. This feature of locking snaps significantly reduces
the possibility of accidental disengagement or “rollout”.

3. Reliable anchorage points: Anchor points or attachments shall be capable of supporting 5000
Ibs. per worker. If there is any doubt about the strength of the attachment point then you DO
NOT ATTACH.

Personnel shall not tie off to piping, racks, bracing, ventilation fan housing or any other non-

approved locations. Unless permanent, fixed guardrails are specifically engineered and marked as

approved anchorage points by a qualified person, they will not be used as anchorages.

913. CHAINSAW CHAPS/PANTS

All chainsaw operators shall wear leg protection.

SECTION 1000 / FUEL PUMPS, FUEL TANKS, VENT PIPES AND PROPANE

TANKS

1001. GENERAL

A.

Flammable liquid and gas storage areas shall be located where fire brigades or fire departments
have access on site.

Areas used for storing flammable liquid or gases shall be segregated from equipment, materials or
other structures that could potentially fuel or ignite a fire in a storage area.

Structures used for the storage of flammable liquids or gases shall be of fire-resistant construction
and located away from burning, welding and other operations generating heat.

1002. VENT LOCATIONS, ARRANGEMENTS AND COLOR CODING

A.

Vent pipes from tanks storing Class 1 liquids shall be located so that the discharge point is outside of
the building, higher than the fill pipe opening and no less than 12 feet above the adjacent ground
level. Vent pipes shall discharge upward in order to disperse vapors.

Vent pipes 2 inches or less in nominal inside diameter shall not be obstructed by materials or
devices that will cause excessive back pressure. Vent pipe outlets shall be located so flammable
vapors will not enter the building openings or be trapped under eaves or other obstructions.

If the vent pipe is less than 10 inches in length or greater than 2 inches in nominal inside diameter,
the outlet shall be provided with a vacuum and a pressure relief device or there shall be an
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approved flame arrester located in the vent line at the outlet or within the approved distance from
the outlet.

D. Normal venting for above ground storage tanks shall be capable of preventing the development of a
vacuum or pressure sufficient to distort the roof of a cone roof or tank or exceed the design
pressure as a result of filling or emptying and atmospheric changes.

E. Underground fuel vent pipes and filler pipes shall be color coded and marked with an aluminum or
metal sign using 2-inch bold black letters on a white background. If practical, the sign’s height should
only be 24 inches from the ground. If the fill pipe is located under a concrete or asphalt parking or
driving area, color coding will be indicated by a painted 46 square inch area.

F. Propane tanks will be painted a silver and white color and properly marked with 2-inch bold black
letters for content and 2-inch bold red letters on a white background with the wording
“FLAMMABLE — NO SMOKING”.

1003. COLOR CODING AND MARKING OF FUEL PUMPS

A. All DOTD fuel pumps shall be color coded as follows:

1. Unleaded fuel pumps will be painted white with a label attached to the pump in a 2-inch bold
black letters on a white background stating “UNLEADED”.

2. Diesel pumps will be painted green with a label attached to the pump in 2-inch bold black letters
on a white background stating “DIESEL”.

3. Kerosene pumps will be painted blue with a label attached to the pump in 2-inch bold black
letters on a white background stating “KEROSENE".

B. Inramp areas and pump islands:

1. NO SMOKING, TURN OFF RADIOS, PAGERS, CELL PHONES, ETC. and SHUT OFF ENGINE signs with
2-inch bold red letters on a white background shall be posted and visible to employees fueling
their vehicles.

2. The hose retractors on the fuel pump shall be maintained in operational condition. Retractors
will minimize the tripping hazard created by pump hoses.

3. Adequate lighting around the pump island should be provided for night use.

4. All electrical wiring in and around the pump and island shall be explosion proof, U/L approved
and an enclosed type.

5. Emergency power cutoffs for fuel pumps shall be clearly identified, easily accessible and located
away from pumps (not more than 100 feet).

6. Fuel pumps should be mounted on a concrete island and protected against collision damage by
protective barriers.

7. Turn off ignition switch, exit the vehicle to refuel and remain outside the vehicle until refueling
is complete.

1004. PORTABLE TANKS AND ABOVE GROUND STORAGE TANKS
A. Portable tanks
1. No person shall transport a portable tank containing a hazardous material unless it is legibly
marked with at least 2-inch letters or numerals.
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Portable tanks with a capacity of 1,000 gallons or more shall have the same hazardous material
labeled on the two opposing sides and the hazardous material identification number on each
end.

A portable tank marked with the name or identification number of a hazardous material, may
not be used to transport any other material unless the marking is removed and changed to
identify the hazardous material in the portable tank. The tank shall be purged and cleaned prior
to being refilled with another material. (A CDL hazardous material endorsement is required to
transport.)

All portable tanks shall be painted white or aluminum in color with the proper lettering as
previously stated in this section.

B. Small portable gasoline tanks

1.
2.
3.
4,

Shall be secured to prevent splashing or loss

Shall be stored away from engines or anywhere sparks may occur
Shall be refilled only when placed on the ground

Shall not be stored in any DOTD facility occupied by office personnel

C. Above ground storage tanks (Skid Tanks)

1.

Above ground fuel storage tanks shall be painted white or aluminum color and properly marked
for contents with 2-inch bold black letters on a white background with the words “FLAMMABLE
— NO SMOKING”.

All above ground storage tanks shall have a fixed ladder and platform if necessary for the fueling
of tanks.

All above ground storage shall be protected from collision by protective barriers or an adequate
height berm.

Above ground skid tanks shall be surrounded by a berm adequate enough to contain the total
amount of the tanks contents.

SECTION 1100 DRIVER SAFETY PROGRAM

The Department of Transportation and Development is committed to a continuing proactive program of

driver improvement training at all levels. Driver improvement training is intended to increase safety

awareness, improve driver behavior and minimize DOTD’s exposure to liability, financial loses, property

damage, personal injury and/or fatalities and to implement and monitor agency accountability.

1101. RESPONSIBILITY

A.

Appointing Authorities are responsible for the implementation and overall compliance of the driver

safety program. They are also responsible for the driver authorization process which includes:

1.

Conducting an annual review of each authorized driver’s ODR to determine whether they should
continue to operate DOTD vehicles/equipment and that the appropriate class of license is
maintained for each class of vehicle.
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2. Ensuring that a DOTD Authorization and Driver History Form is completed and signed on an
annual basis and retained on file for each authorized driver.

3. Ensuring that each authorized driver’s training record is current.

4. Authorizing the use of any personal vehicles for state business by signing an Authorization and
Driver History Form and ensuring that the employee maintains the minimum liability insurance
coverage by LA —R.S. 32:900 (B)(S)

5. Maintaining either a List of Authorized Drivers or Unauthorized Drivers for each Section/District.

6. Ensuring that fatalities involving CDL drivers are reported directly to the United States
Department of Transportation.

Loss Prevention Section has the overall responsibility for the department’s Driver Safety Program.

This includes planning, organizing, directing and controlling each aspect of the program. Loss

Prevention personnel shall advise and assist Appointing Authorities to ensure compliance and the

success of the program. Loss Prevention personnel shall:

1. Ensure that policies and procedures are established, training is conducted, driving records are
maintained and Appointing Authorities are advised of new programs or updates that impact the
program.

2. Upon request of the Appointing Authority, pre-audit all records involving the Driver Safety
Program to ensure compliance with ORM.

3. Assist in maintaining a List of Authorized or Unauthorized Drivers for each Section/District.

Supervisors shall:

1. Ensure that employees complete driver training.

2. Ensure that all vehicles/equipment provided to employees are in safe operating condition and
that daily/monthly inspections are being conducted by vehicle operators.

3. Ensure that each driver possesses the proper license class and training for the vehicle(s) they
operate.

4. Ensure the completion and accuracy of the Louisiana State Driver’s Accident Report Form
following a motor vehicle accident. Accident reports shall be submitted to ORM and the Loss
Prevention DOTD Program Specialist within 24 hours after an automobile accident in a state
owned, rented, leased or private vehicle used on official state business.

5. Contact the Loss Prevention DOTD Program Specialist when a state vehicle/equipment accident
involving DOTD employees, third parties, property damage, personal injury or a fatality occurs.
Loss Prevention personnel shall assist supervisors in the investigation of the accident

6. Allow only authorized employees to drive on official state business.

7. Ensure law enforcement personnel are contacted for all motor vehicle accidents involving DOTD
and private citizen vehicles or property. The supervisor or Loss Prevention DOTD Program
Specialist shall obtain a copy of the police report.

8. Monitor employee vehicle/equipment occupant restraint system usage and strict enforcement
for non-compliance.

9. Contact the Loss Prevention DOTD Program Specialist when an employee reports receiving a
driving citation in either a private or state vehicle or his/her driver’s license has been revoked.

10. Employees who drive their personal vehicle on official state business shall be required to show
their proof of insurance annually.
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11.

12,

Ensure that all vehicles provided to employees have a current proof of insurance and
registration. A copy shall be in the vehicle at all times.

Ensure that all employees are aware of PPMs, Manuals, etc. that reference driving of vehicles on
state time. (Example: PPM 54 Wireless Communication Policy)

Employees shall:

1.

10.
11.
12,

Ensure that all DOTD vehicle/equipment policies and procedures are followed and that all
necessary reports are submitted in a timely manner.

Conduct daily or monthly inspections on the appropriate form as required on DOTD
vehicles/equipment being operated including, documenting and reporting any unsafe
condition(s) or needed repair observed during the inspection.

Be responsible for the safe operation of DOTD vehicles/equipment in accordance with state,
parish and city law, DOTD’s driving improvement courses and Safe Operating Checklist training
requirements.

Report an accident involving DOTD vehicles/equipment immediately or as soon as possible on
the day of the accident to their supervisor.

Ensure law enforcement personnel are contacted for all DOTD vehicle/equipment collisions
involving the public.

Possess a valid driver’s license for the class of vehicles/equipment they operate.

Be responsible for reporting, in writing, the loss of their driver license and/or the receipt of any
written driving citation, warning, violation etc. in a personal or state vehicle immediately to their
supervisor. These employees shall be required to retake the Defensive Driving Course within 90
days of notification of a conviction. Failure to report an accident, driving citation, or loss of a
driver’s license shall be cause for disciplinary action up to and including termination.

Be responsible for the proper loading, distribution and securing of loads.

Be responsible for ensuring that all passengers are properly seated and use the occupant
restraint systems provided by the vehicle manufacturer at all times when the vehicle is in use.
Be held accountable for throwing litter from their state vehicle onto the roadside.

Show proof of insurance annually if they drive their personal vehicle on official state business.
Shall be responsible for PPMs and other Manuals that reference or supersede this manual on
operating vehicles safely while conducting state business.

1102. ENROLLMENT OF NEW DRIVERS

A.

The new hire candidate must provide a copy of their license to the Human Resources Analyst who
must email the ODR request to the Louisiana Driver History Records (LDHR) of the OMV.
Any ODR’s required for out of state driver’s license will be paid for by the employee’s

district/section.

Once the ODR has been received:

1.
2.

The ODR shall be reviewed for valid license, proper license class, expiration date, citation etc.
The new employee (including student workers) must attend Driver Improvement Training within
90 days.
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3. A DOTD Authorization and Driver History Form shall be completed by the Human Resources
Section and forwarded to the Appointing Authority with a copy of the ODR.

4. The Appointing Authority (or his/her designee) shall review, sign and date the Driver
Authorization form. (This shall include student workers.)

5. A copy of the ODR and Authorization and Driver History Form shall be sent to the DOTD
Program Specialist for the audit files.

1103. DRIVER TRAINING

A.
B.
C.

New employees (including student workers) — within 90 days of employment

Refresher training — every 3 years

Employees with a motor vehicle violation — within 90 days of receipt of a citation in a personal or
state vehicle during state business or on personal time

1104. VEHICLE/EQUIPMENT INSPECTIONS

A.

DOTD vehicles and equipment inspections are mandatory and shall be conducted as follows:

1. Invehicles/equipment one ton or greater, an inspection is required daily prior to movement.
The inspections shall be documented.

2. Inlight duty vehicles, less than one ton, an inspection is required monthly. The inspection shall
be documented on the MV3/MV4 Daily Passenger Vehicle Log.

Any deficiencies, repairs and unsafe conditions:

If involving the safe operation of any department vehicle shall be documented on the Operator’s

Vehicle/Equipment Inspection Guide and Maintenance Report or MV3 and reported immediately to

the supervisor. If minor deficiencies are noted, the supervisor can authorize, in writing, the operator

to temporarily use the vehicle/equipment until repairs can be made.

Loaned or borrowed:

If the vehicle/equipment is loaned or used by another District/Section or Gang the operator shall be

responsible for the inspection on the appropriate inspection form.

Recordkeeping:

Vehicle/equipment inspections shall be filed monthly for the lifetime of the vehicle or equipment by

each Gang or person(s) designated by the Appointing Authority. These inspection records are

subject to the annual ORM Loss Prevention Audit/Compliance Review. The Loss Prevention DOTD

Program Specialist must have notification of where these files are maintained for ORM

Audit/Compliance Review.

Housekeeping:

Materials shall not be allowed to accumulate anywhere within the vehicle including truck beds.

Materials shall not be kept or stored on the vehicle dashboard but shall be stored in glove

compartments or appropriate storage compartments. Materials shall not be placed or stacked in the

rear of vehicle in such a way as to block the vision of the rear.
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1105. HIGH RISK DRIVER GUIDELINES

A. ORM defines any one of the following driving violations within a twelve month period as “High Risk

Driving Behavior”:

P whNR

5.

Three or more convictions, guilty pleas and/or nolo contendere pleas for moving violations

A single conviction, guilty plea or nolo contendere plea for operating a vehicle while intoxicated

Hit and run driving

Vehicular negligent injury

Reckless operation of a vehicle or similar violation within a 12 month period

“High Risk Drivers” shall not be authorized to drive DOTD vehicles (while on duty) unless written

approval is granted by the appointing authority and with the occurrence of the DOTD Loss Prevention

Advisory Committee.

B. The following shall constitute DOTD’s uniform policy for consideration of waivers of the mandatory

driving privilege exclusion for 1* offense/off-duty “High Risk Driver” offenses.

1.

Employees whose positions require a valid resident state driver’s license, regardless of class, and

operate DOTD vehicles or their personal vehicle on state business on a regular and recurring

basis and have notified their supervisor that they have an off-duty/first offense arrest or

conviction of a High Risk Driving offense at the beginning of the next work day, the following

shall apply:

a. Employees, on the recommendation of their supervisor and Appointing Authority may file a

“High Risk Driver Affidavit” for a waiver to the DOTD Loss Prevention Advisory Committee

under the provisions of this policy subject to completion of the following requirements:

Possession of a “hardship”, temporary or new driver’s license and verification that court
mandated programs have been completed and verified by the supervisor

Possession of a current proof of insurance certificate

Satisfactory completion of an approved Driver Improvement course within the last 60
days

Signature and acceptance of a one year probationary period from the date of approval
by the DOTD Loss Prevention Advisory Committee and termination of DOTD driving
privileges upon a subsequent high risk driving offense (High Risk Waiver Employee
Acceptance Form)

Monitoring and documentation by their immediate supervisor and Loss Prevention
DOTD Program Specialist during the one year probationary period

Note: Failure to report such occurrences shall forfeit consideration for a waiver.

b. The Appointing Authority may submit a request for a waiver with supporting

documentation, to the Chairperson of the DOTD Loss Prevention Advisory Committee within

30 days of knowledge of the conviction after evaluation of the following criteria:

Satisfactory completion of required prerequisites
Length of employment

Accident history

Current ODR from the OMV

Disciplinary record
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e Nature of the position — whether driving is an essential function of the employee’s work
e The condition and severity of the occurrence attributing to the violation(s) and loss of
their driver’s license

2. The Chairperson of the DOTD Loss Prevention Advisory Committee shall complete the “High Risk

Driver Affidavit Summary.”

e [f approved by the DOTD Loss Prevention Advisory Committee the Committee Chairperson
shall return the “High Risk Driver” file to the appropriate District/Section Appointing
Authority within seven days.

e The DOTD Loss Prevention Advisory Committee Chairperson shall indicate to the
District/Section the official date to begin the one year probationary period.

SECTION 1200 WATER VESSEL SAFETY

State agencies are responsible for implementing a Water Vessel Operator Safety Program in compliance
with L.R.S. 39:1543.IF.

The goal of the Water Vessel Safety Program is to reduce both the number and severity of accidents in

state owned water vessels, thereby minimizing the financial impact to DOTD. To accomplish this goal,

certified training shall be provided, safe working environments encouraged and safety awareness shall

be promoted for all regular and occasional water vessel operators. Refer to Appendix A for definitions.

1201. RESPONSIBILITY
A. Appointing Authorities or his/her designee shall:

1.

Designate which employees are authorized to operate water vessels on state business. A DOTD
Water Vessel Authorization/Operator History Form shall be retained on file for each water
vessel operator. The authorization process shall include an annual review of each employee’s or
prospective employee’s water vessel operating record and the type of water vessel operated.
Ensure that all employees operating water vessels on state business possess a current
certification of training by the LDWF or the United States Coast Guard (USCG) and the
authorization form DOTD prior to operating state owned water vessels.
Determine when an employee’s water vessel authorization and operating responsibilities should
be revoked. “High Risk” operators shall not be authorized to operate state owned water vessels
unless written approval is given by the Appointing Authority and with concurrence of the
appropriate Loss Prevention Committee.
Identify which employees are to be designated as regular operators or occasional operators.
Regular operators — employees whose job duties require him/her to operate a water vessel for
state business on a regular basis
Occasional operators — employees who may operate a water vessel for state business on an
infrequent basis
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5. Ensure that all water vessels and accessories provided to employees are reasonably fit for the
intended purpose

6. Ensure that water vessel operators who have violations or negligence on their boating records
repeat either the “BoatUS” (or other NASBLS certified) water vessel training course or the
refresher course (as appropriate) taught by the Louisiana Department of Wildlife and Fisheries
within 90 days of discovery of a conviction. All active USCG licensed captains, operators and
pilots shall attend basic marine safety seminars every five years.

7. Ensure that High Risk operators are notified in writing that they are not authorized to operate
state-owned/leased/hired water vessels from the date of discovery for a minimum of twelve
months and that they shall be required to retake the initial “BoatUS” (or other NASBLA-
approved) course within 60 days of discovery. (See High Risk Guidelines for more information.)

8. Ensure that water vessel operators are responsible and accountable for the safe operation of
those vessels. They shall report any unsafe act or condition accident and/or citation received
involving state water vessels to their supervisors immediately or as soon thereafter as possible.

9. Ensure that the procedures for accident reporting are completed

B. Water vessel coordinator or designee shall:
1. Plan, organize, direct and control the water vessel program
2. Ensure that:
e Policies and procedures are established and implemented
e Training courses are conducted and documented
e Official Driving Records (ODRs) from the Office of Motor Vehicles and Water Operator
Records (WORs) from the Louisiana Department of Wildlife and Fisheries are requested and
reviewed annually and maintained
e Authorization/Operating History Forms (DA 2066) are signed and dated by the agency
head/designee annually and reviewed no later than forty-five days from the date the ODR is
obtained
e BoatUS course (or other National Association of State Boating Law Administrators approved)
and or ORM refresher course statuses are reviewed annually
e All accidents are reported
e Employees meet all the requirements to be authorized to operate a water vessel
C. Supervisors of water vessel operators shall:

1. Provide time for each employee who needs to be authorized to operate a water vessel attend
the Better Boating Course or other required training

2. Ensure that all of the vessel’s accessories provided to water vessel operators are fit for their
intended purpose

3. Ensure that all water vessel policies and procedures are followed

4. Submit reports within the required time frame

5. Allow only authorized employees to operate water vessels on state business

6. Assist in conducting accident investigations

D. Employees shall:

1.

Only operate a state owned/leased/hired water vessel if authorized to do so
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Operate state owned/leased/hired water vessels only for state business
Only operate the type of water vessel for which they are authorized, licensed and insured
Be responsible for the safe operation of the water vessel

v kwnN

Report any unsafe condition, accident or citation received involving a state
owned/licensed/hired water vessel to their supervisor or designee for mitigation

1202. ACCIDENT REPORTING

A.

A vessel is considered to be involved in a boating accident whenever:

1. The occurrence results in damage by or to the vessel or its equipment

2. The occurrence results in injury or loss of life to any person

3. Thereis a disappearance of any person onboard under circumstances that indicate the
possibility of death or injury

Emergency contact numbers should be posted in the pilot house of every passenger carrying water

vessel that operates in navigable waters.

All accidents shall be reported to the next level of supervision by the operator having the accident

as soon thereafter as possible on the; LDWF form DWF-BIR 010-OP Operator Boating Incident

Report or USCG Form 2962 Report of Marine Accident, Injury or Death as appropriate.

Failure of a vessel operator to report any accident shall be cause for disciplinary action. (Reference

R.S. 34:851.10. The LDWF must be notified within 48 hours if death or injury is involved and within

five days if only property damage in excess of $200.00 is involved.)

The supervisor shall investigate all accidents involving DOTD water vessels and/or operators. In

investigating complex accidents, the supervisor should request assistance from the Loss Prevention

DOTD Program Specialist and/or The Division of Administration’s ORM Loss Prevention Unit

personnel.

The supervisor of the individual having the accident shall assist in completing all required accident

reports and ensure their accuracy. Incomplete or inaccurate reports are unacceptable and shall be

returned for completion or corrected information. The following forms shall be readily available

and maintained by the supervisor or by location as determined by the Appointing Authority. The

Water Vessel Authorization/Operator History Form and the Water Vessel Operating Record (WVOP)

should be attached to all serious water vessel accidents.

e LDWF Forms DWF-BIR 010 Operator Boating Incident Report or USCG Form 2692 Report of
Marine Accident, Injury or Death as appropriate

e Employer Report of Injury/lliness (LDOL-WC-1007)

e Authorization for Medical Treatment (DOTD 03-18-4162 R 1/07)

e Report of Marine Accident, Injury or Death (Form CG-2692, R 6/87)

e Barge Addendum (CG 2692A)

e Report of Required Chemical Drug and Alcohol Testing Following a Serious Marine Incident
(Form CG 2692B R 3/13)

Water vessel accident reports shall be forwarded within 72 hours to the Division of Administration,

ORM and the Loss Prevention DOTD Program Specialist. The supervisor shall notify the Loss
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Prevention DOTD Program Specialist immediately or as soon as possible regardless of damage or
personal injury.
e When a water vessel accident involves serious injury, fatality or extensive property damage,
the supervisor shall notify the Appointing Authority and Loss Prevention DOTD Program
Specialist and contact the following as required: USCG, LDWF, LSP, ORM and any other
agency as necessary. Emergency telephone numbers to all appropriate agencies should be
current and readily available.
H. All water vessel accidents shall be reviewed by the appropriate Loss Prevention Committee who
shall determine whether the accident is preventable or non-preventable. Recommended action for
preventable accidents shall be forwarded to the location’s Appointing Authority.

1203. REPORTING CLAIMS TO ORM

A. The state’s Comprehensive General Liability Coverage provides insurance for water vessel claims
involving property damage and personal injury.

B. All claims involving personal injury, damage to water vessels and/or property are to be reported to
ORM. Claims involving serious injury, fatalities or extensive property damage shall be reported by
telephone to the Appointing Authority and the Loss Prevention DOTD Program Specialist as soon as
possible.

C. Lawsuits, demands, notices, summons or other legal documents pertaining to the claim against
DOTD are to be forwarded immediately to ORM.

D. Any object(s) and/or product(s) that may have caused, contributed to, or that are suspected of
causing an accident are to be retained and preserved as evidence.

E. Ifalossoccurs or a claim arises, the agency is not to assume any obligation or incur any expense
without written authority from ORM.

F. Any claim paid by legislative approval is to be reported to ORM by Appropriation Official.

1204. PROCEDURES FOR WATER VESSEL

A. Appointing Authorities shall work with their supervisors and Loss Prevention DOTD Program
Specialist to identify and include all employees designated to operate a water vessel on a regular or
occasional basis.

B. Water vessel Authorization/Operator History Form shall be completed by each water vessel
operator.

C. An authorized list of water vessel operators shall be created and forwarded to the LDWF. The list
will be reviewed by the LDWF to verify that the employee’s Water Vessel Operator Record is in good
standing and that they are not categorized as a “High Risk” operator. The authorized list of water
vessel operators shall include; employee’s full name, date of birth and driver’s license number.
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D. Contact information for LDWF:
LA Wildlife and Fisheries 225-765-2984
Attn: Boating Coordinator 225-765-2982
PO Box 9800 Fax: 225-769-0593
Baton Rouge, LA 70898
E. Return receipt from the LDWF will be received, verifying that all operators are in good standing. If
“High Risk” violations are noted, refer to Section 1205.
F. Ensure that the required training (as indicated on the Water Vessel Authorization/Operator History
Form) is current and entered into the ETRN record. Refer to Section 1205 for training requirements.
G. The annual ORM Audit/Compliance review requires that WVOR’s are to be obtained and reviewed
annually.
1205. TRAINING
A. Ensure that all employees that operate a state-owned/leased/hired water vessel obtain certification
by taking either the “BoatUS” (or other NASBLS-certified) water vessel training course or the
refresher course (as appropriate) taught by the Louisiana Department of Wildlife and Fisheries prior
to operating a vessel.
B. DOTD Training personnel shall coordinate all boating training with the LDWF personnel and ensure
that training is current.
C. New employees — Shall take the appropriate, required training within 90 days of employment
D. Refresher training — Shall take the appropriate, required training every 3 years
E. Employees with violations or negligence on their boating records shall be required to retake the
“BoatUS” (or other NASBLA-certified) course within 90 days of discovery of a conviction.
F. Employees with a first offense “High Risk” violation on their boating records — shall be required to

retake the “BoatUS” (or other NASBLA-certified) course within 60 days of discovery of a conviction

1206. HIGH RISK WATER VESSEL GUIDELINES

A.

ORM defines any one of the following violations within 12 month period as “High Risk Operator
Behavior”:

1. Three or more convictions, guilty pleas and/or nolo contendere pleas for water vessel operation
2. Asingle conviction, guilty plea or nolo contendere plea for operating a water vessel while
intoxicated

Careless operation

Reckless operation

Negligent homicide

o unkw

Interference with navigation or similar violation including any civil case for which negligence has
been proven within a one year period.

High Risk Water Vessel operators should not be authorized to operate DOTD water vessels unless
written approval is given by the Appointing Authority and with concurrence of the appropriate Loss
Prevention Committee.
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The following DOTD guidelines shall apply for First Offense/Off Duty High Risk Operation offenses

that involve employees whose positions require that they operate state owned water vessels on a

regular and recurring basis. The employee shall notify their supervisor the same day or next

scheduled work day of an “on or off duty” high risk water vessel operator violation.

1.

The supervisor informs the employee in question that the conditions listed below must be met

before a “High Risk Driver Affidavit” is completed, to request a waiver.

a. Satisfactory completion of the LDWF Better Boating Course within the last 60 days

b. Acceptance, in writing, of a one year probationary period of their state water vessel
operator privileges from the date of approval by the appropriate Loss Prevention
Committee

c. Acceptance that any subsequent water vessel operator violations consisting “high risk”
behavior will result in permanent termination of their DOTD water vessel operating privilege

The supervisor submits the completed “High Risk Driver Affidavit” (with attachments) to the

Appointing Authority.

The Appointing Authority receives the “High Risk Driver Affidavit” and reviews the following

criteria on the employee in question.

Satisfactory completion of the required prerequisites

Length of employment

Accident history

WVOR from the LDWF or USCG

Employee’s disciplinary record

"m0 o0 T O

Nature of the position — whether operating a state-owned water vessel is an essential

function of the employee’s job duties

g. The conditions and severity of the occurrence that attributed to the violation(s) and the loss
of their water vessel operator’s certificate

After review, the Appointing Authority signs and submits the “High Risk Driver Affidavit” (with

attachments), indicating his/her concurrence for a waiver for the employee in question, to the

Chairperson of the Loss Prevention Advisory Committee with a copy to the appropriate Loss

Prevention DOTD Program Specialist.

Upon receipt and review by the Loss Prevention Advisory Committee, the Appointing Authority

will be notified in writing by the Chairperson of the concurrence of the waiver or other decision

reached.

If the waiver is approved, the employee in question will review and sign a “High Risk Driver

Waiver Employee Acceptance Form” along with the supervisor and the Appointing Authority.

All documentation that pertains to the high risk water vessel operator will be maintained by a

representative determined by the Appointing Authority.

A list of high risk water vessel operators will be maintained by Loss Prevention personnel for

audit purposes.
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1207. SAFETY INSPECTIONS OF STATE WATER VESSELS

Safety inspections shall be done as indicated below and kept on file for the annual audit conducted by

ORM.

A. Water vessels less than 26 feet — monthly inspection shall be required and trailers for these water

vessels shall be inspected monthly and prior to use.

B. Water vessels over 26 feet — monthly inspections shall be required and the Water Vessel Inspection

Form shall be used.

C. Marine Vessels under USCG Regulations — There are various types of Marine Vessels owned and

operated by the state and any of these types can be classified as either inspected or uninspected

vessels.

1. Inspected vessels — ferries and ferry barges

a.

The USCG conducts quarterly inspections in which they inspect the entire vessel, focusing on
safety issues and equipment.

DOTD performs quarterly pre-inspections, approximately two weeks before the USCG
inspections in order to prepare for the USCG inspections

USCG inspections include but are not limited to: vessel documentation, firefighting
equipment, fire and man overboard drills, steering systems, emergency lights, navigation
and running lights, radars, integrity of a vessel’s structure, life preservers, rescue boat and
equipment, life rafts and equipment, electrical systems, fire and bilge pumps, main engines,
generators, air compressors and general housekeeping.

The USCG inspector writes documents, identified as 835’s (Notification of Repair
Requirements), upon completion of each inspection and DOTD is given the approximately 30
days to complete the repairs. After the repairs are complete, DOTD notifies the USCG
inspector who re-inspects the 835 items to show completion of the repair. The initial and
cleared 835’s are kept on the vessel in accordance with USCG regulations. A copy of the
USCG’s 835 will be given to the ORM auditor during the audit.

2. Uninspected (tugs, push boats and landing barges)

a.
b.

DOTD performs two inspections per year on all USCG uninspected vessels.

The inspections include but are not limited to: vessel documentation, firefighting
equipment, steering systems, emergency lights, navigation and running lights, radars,
integrity of the vessel’s structure, life preservers, electrical systems, fire and bilge pumps,
main engines, generators, air compressors and general housekeeping.

The inspection on landing barges include but are not limited to: lights, integrity of the
vessel’s structure, electrical systems, wenches, cables and general housekeeping.

After the inspection is complete, DOTD’s inspector writes repair requirements and the DOTD
will repair these items within approximately 30 days. After the repairs are complete, the
same inspector will inspect the repair and note the completion date. DOTD’s inspection
document will then show this date and a copy will be given to the ORM auditor during the
audit.
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1208. STANDARD OPERATING PROCEDURE FOR MAINTENANCE OF MARINE
VESSELS

A.

DOTD has maintenance procedures for all marine vessels. The marine engineers fill out a daily
engineer’s log that includes but is not limited to the following: periodic gauge reading on all engines,
greasing schedules, equipment test schedules, condition reports on equipment and repair requests
and completion on equipment.

DOTD has also established preventative maintenance programs to conduct on marine vessels.

1. Oil analysis program

2. Fuel additive and analysis program

3. Rust inhibitor and analysis program for coding system

DOTD also follows the manufacturer’s recommended procedures for the maintenance of all marine
equipment.

SECTION 1300 LABORATORY SAFETY, NUCLEAR GAUGE SAFETY AND

HAZARDOUS CHEMICALS

1301. LABORATORY SAFETY

A.
B.
C.

Iommo
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Laboratories shall be maintained in a neat and orderly manner.

Adequate ventilation shall be maintained at all times.

When opening the door of an oven that contains flammable materials, employees shall stand to one
side.

PPE applicable to the operation being performed shall be worn.

Employees shall only operate equipment they have been trained to use.

Use carts or hand trucks whenever possible to move extra-heavy samples.

Carefully store flammable waste away from heat sources.

Appropriate respiratory equipment shall be used when air containment concentrations are not
adequately controlled.

All equipment shall have necessary guards in place.

All hoods shall be inspected annually.

Access to emergency equipment, exits and controls shall not be blocked.

1302. NUCLER GAUGE SAFETY

A.

Transportation

1. The nuclear gauge shall be transported in the appropriate properly secured legible container.

2. The bill of lading shall be carried in the cab of the vehicle transporting the gauge.

3. The source certificate, emergency contact numbers and emergency procedures must be kept
with the gauge.

4. The gauge should not be transported in the passenger compartment of a vehicle.
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5. If a pickup is used for transportation, the transport case must be securely locked and the case
must be chained and locked to the vehicle.
6. The transport case must be positioned to prevent shifting under normal transportation
conditions.
B. Operation
1. Operators shall be certified to use the nuclear gauge.
2. The gauge shall be used in accordance with the instruction book that accompanies the gauge.
3. The operator shall be monitored for exposure to radiation. The film badge, control badge or
other approved dosimeter shall be worn at all times during transportation or working with the
nuclear gauge.
The user shall not permit untrained or unauthorized personnel to handle the nuclear operation.
The user shall not allow untrained or unauthorized personnel near equipment when in use.
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The user shall not wear another person’s badge.
7. Eye protection shall be worn when driving the pin for the direct transmission rod.
C. Storage
1. The radiation hazard sign shall be posted where gauges are stored.
2. The nuclear gauge is not to be stored in an office or other area where people are located.
3. The nuclear gauge storage area shall be kept locked even when the gauge is removed from use.

1303. HAZARDOUS CHEMICALS
A. Purpose
To ensure that the hazards of all chemicals utilized at DOTD are handled, stored and dispensed
according to regulatory guidelines.
B. Responsibilities
Supervisors shall ensure that individuals working with or near hazardous materials are informed of
proper handling, dispensing and storage of materials to reduce accidents and injuries in the
workplace environment.
C. Guidelines
1. Review the chemical label and material safety data sheet (MSDS) for recommended storage,
handling and use.
2. MSDS'’s shall be kept on file for all chemicals used for storage.
3. Access to chemicals should be limited to authorized personnel.
4. Stored chemicals shall be stored in an appropriate storage area.
e Chemicals should be removed from storage as needed.
e Unused chemicals should be returned to the appropriate storage after use.
e Separate partitioned storage areas should be used for corrosive, toxic oxidizers and
flammable chemicals.
o All storage areas shall be properly identified.
e Flammables shall never be stored close to any source of heat or ignition.
e Warning signs shall be posted on flammable storage areas.
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5. Follow recommended manufacturer guidelines for personnel protective clothing and equipment
when handling, dispensing or storing chemicals.

6. Spills and leaks shall be reported immediately to the appropriate supervisor.

7. Uncontrolled spills or breaks shall be reported to the supervisor or DOTD Program Specialist so
that properly trained response personnel can be notified.

APPENDIX A — DEFINITIONS

Accident — An unplanned occurrence in a sequence of events that produces unintended injury,
death or property damage.

Accident Form — There are several forms used in incident/accident reporting. Please refer to the
Loss Prevention Site under Operations on the DOTD Intranet.

Authorization and Driving History Form — This form is maintained by DOTD on each employee who
drives state, rental and personal vehicles on state business. The form indicates when the employee
was authorized to drive, the type of vehicle(s) the employee is authorized to operate and
information regarding the employee’s driving record.

Boating Accident — A collision or other event involving an undocumented vessel. A vessel is
considered to be involved in a boating accident whenever the occurrence results in damage by or to
the vessel or its equipment, an injury or loss of life to any person or the disappearance of any person
form onboard under circumstances that indicate the possibility of death or injury. A boating
accident includes, but is not limited to; capsizing, collision, floundering, flooding, fire, explosion and
the disappearance of a vessel other than by theft.

CDL — A commercial driver’s license as defined by the United States Department of Transportation.
Certificate of Number — The registration for boats in the state where the boat is principally used,
similar to the registration of automobiles.

Classes of Motorboats:

Class A — Less than 16 feet in length

Class 1 — 16 feet to less than 26 feet in length

Class 2 — 26 feet to less than 40 feet in length

Class 3 — 40 feet to less than 65 feet in length

Designee — Individual(s) specifically designated by the Section Head or Appointing Authority to
review Operator Driver Records (ODR’s) and authorize employees to operate state vehicles and/or
equipment.

Driver’s License — A license issued by the employee’s resident state Office of Motor Vehicles
authorizing that person to operate specific classes of United States vehicles and/or equipment.
Hardship License —A restricted license issued administratively in accordance with statuses or by
order of the court to an individual whose driving privileges are under suspension. This type of
license allows the individual to drive during the period of suspension with restrictions on that reason
and/or routes and times to travel for the purpose of earning a livelihood for the necessities of life.
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High Risk Driver/Operator — Individuals having three or more convictions, guilty pleas and/or nolo
contendere pleas for moving violations; or individuals having a single conviction guilty plea or nolo
contendere for operating a vehicle while intoxicated, hit and run driving, vehicular negligent injury,
reckless operation of a vehicle or similar violation, within a one year period.

Incident — A non-medical injury or near-miss event that could have caused serious injury or property
damage.

Inland Waters — The diving line between inland and international waters as established by the Coast
Guard. It is used only for the purpose of the Rules of the Road and enforcement of the inland Rules
of the Road. It has no connection with the territorial waters, high seas or other terms denoting
general jurisdiction or law enforcement except as it applies to laws relating to the navigation of
vessels.

Job Safety Analysis — A procedure used to review work methods and identify hazards that may
result in incidents or accidents.

Maritime Accidents - An accident, collision or other event involving a state water vessel and/or
boat. A boating/water vessel accident includes but is not limited to: capsizing, collision, floundering,
flooding, fire, explosion and disappearance of a vessel other than by theft.

Motor Vehicle/Equipment Accident — An accident resulting from the operation of licensed and
unlicensed (off-road) vehicles and equipment.

Motor Vessel — Any vessel more than 65 feet in length which is propelled by machinery other than
steam.

Motorboat — Any vessel 65 feet in length or less, which is propelled by machinery, including steam,
except for tug boats and tows boats.

Navigable Waters — Waters which are in fact, navigable and which by themselves, or their
connection with other waters, from a continuous channel for commerce with foreign countries or
among the states. In general this term can be applied to waters that have been navigable in the
past, even though not navigable in fact at the present time.

Non-Preventable Accident — An accident in which the employee did everything reasonably possible
to prevent the occurrence.

Operator Driver Record (ODR) — The official operator record maintained by the state’s Office of
Motor Vehicles on each licensed driver. (This includes the class of license, current status and a five
year history of driver violations and accidents.)

Passenger Carrying Vessel — Any vessel that carries more than six passengers, and which is
propelled in whole or in part by any form of mechanical or electrical power and is of fifteen to one
hundred gross tons.

Personal Flotation Device (PFD) — Coast Guard approved life preservers, buoyant vests, ring buoys,
special purpose water safety buoyant devices or buoyant cushions in good and serviceable
condition.

Personal Injury Accident — An accident requiring medical treatment by a physician, clinic, or hospital
and reimbursement from the Office of Risk Management (ORM) including fatalities.

Preventable Accident — An accident in which the employee did not do everything reasonably
possible to prevent the occurrence.
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Shall — The world “shall” when shown in boldface type, means an act or safety precaution is
mandatory for all DOTD personnel in the performance of their duties.

State Vehicle — Any licensed vehicle or off-road equipment owned, leased or rented by the State of
Louisiana. It includes any privately owned vehicle used in the course and scope of employment.
State Vessel — Any water vessel owned, leased and/or rented by the State of Louisiana. It also
includes any privately owned vessels used in the course and scope of employment. Only privately
owned vessels properly licensed, certified, insured and pre-authorized can be used. The only
exception is when a private vessel is commandeered in emergency situations.

Unsafe Act — An act that may cause or contribute to an incident/accident resulting in an injury,
fatality or property damage.

Unsafe Condition — The potential or actual condition of materials, environment, or equipment that
may cause or contribute to an accident or incident.

Water Vessel Authorization/Operator History Form — This form is maintained by the agency on
each employee who operates a vessel on a regular basis. The form indicates when an employee was
authorized, the type of vessel the employee may use and information on the vessel operator’s
record.

Water Vessel Operator Record — Record maintained by the Department of Wildlife and Fisheries
Enforcement Division on each operator in the State of Louisiana containing history of boat violations
and accidents.
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APPENDIX B — EXAMPLES OF SAFETY EQUIPMENT

The following is a partial list of routine operations performed by DOTD personnel and includes the
minimum PPE required to perform these tasks. These minimums may be exceeded where unusual
conditions exist (i.e. heavy clothing in cold weather). Additional PPE may be required if determined by
the supervisor.

= Aerial basket (bucket truck, snoopers, etc.) and other operations more than the 6 feet above the
surface of ground or water: full body harness with retractable lanyard, hard hat or life jacket

= Battery charging: eye protection and rubber gloves

= Bench/stand grinder operations: eye protection and leather gloves (hearing protection is
recommended)

= Chain saw operators: eye protection, chaps, hard hat, hearing protection, gloves and no loose
clothing (safety-toed shoes are recommended)

= Chipper operations: hard hat, hearing protection, no loose clothing, eye protection and close fitting
gloves

= Electric saw operators: eye protection and no loose clothing (gloves and hearing protection are
recommended)

= Exposure to toxic vapors or dust: the appropriate type of respirator, eye protection and an exhaust
fan or other ventilation system

= Flag person: hard hat (when required) and vest (eye protection is recommended)

= Glass bead handling: eye protection (gloves are recommended and a safety vest is required if
exposed to moving traffic)

= Herbicide machine operators working outside of an enclosed cab: face shield, rubber gloves,
rainwear (as required), rubber boots and a respirator (as required by MSDS) (A safety vest is
required if exposed to moving traffic.)

= Hot asphalt operations: face and eye protection when exposed to splash or spray hazard and gloves
equipped with gauntlets (A safety vest is required if exposed to moving traffic and/or equipment.)

= |Impact wrench operations: Eye protection, hearing protection and leather gloves

= Jack hammer operations: eye protection, hard hat (when required), hearing protection (for sound
levels in excess of 85dB), anti-vibration gloves, steel-toed foot protection and shin guards (A safety
vest is required if exposed to moving traffic.)

= Lawn mower operations: eye protection (face and shield goggles) and hearing protection (Safety-
toed shoes and a dust mask are recommended. A safety vest is required if exposed to moving
traffic.)

= Lawn edger operations: eye protection (face and shield goggles) and hearing protection (Safety-
toed shoes and a dust mask are recommended. A safety vest is required if exposed to moving
traffic.)

= Litter pickup crew: safety vest, leather gloves and eye protection (safety shoes are recommended)

= Lumber/guard rail post handling: hard hat (when required), gloves and safety-toed shoes (long
sleeves are recommended) (A safety vest is required if exposed to moving traffic and/or equipment.)
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Multi-rim tire inflation: eye protection, tire cage, inflator gauge with snap-on-chuck and leather
gloves

Power-actuated hand tool operators: eye protection and hard hat (gloves are recommended for
certain jobs)

Removing traffic buttons: eye protection, gloves and safety vest (safety shoes are recommended)
Survey crew members: safety vest (if exposed to moving traffic and/or equipment) and the proper
footwear for the environment

Tractor mower operations: eye protection and a dust mask (A safety vest is required when exposed
to moving traffic and/or equipment when mounting and dismounting).

Tree trimmers: hard hat, eye protection, safety hearing protection and leather gloves (safety shoes
are recommended) (A safety vest is required if exposed to moving traffic and/or equipment)

Weed eater operations: eye protection and hearing protection (leather gloves is recommended) (A
safety vest is required if exposed to moving traffic.)

Workers handling heavy items: gloves and the appropriate material movers, i.e. dollies, forklifts,
roller devices, etc. (safety-toed shoes and a support belt are recommended)
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INTRODUCTION

This manual has been developed in order to assist managers and employees in carrying out work
activities and operations in a safe manner. Potential hazards have been identified for typical
activities and work sites. Safe practices have been written to assist in avoiding these hazards.
These practices are not intended as substitutes for employee job training, rather they should
serve as a review for performing the tasks safely. These reviews should be utilized when
performing pre-job conferences or conducting a safety meeting on a particular task. These
practices are intended to comply with state, local and federal laws.

RESPONSIBILITIES

SUPERVISORS

e Responsible and accountable for the safety of their employees

e Shall perform pre-job conferences with employees prior to the start of any operation
involving two or more employees

e Ensure all employees are provided with Personal Protective Equipment (PPE) for the work
they perform

e Ensure all employees are properly trained to use PPE for the work they perform

e Ensure all PPE is maintained or replaced as necessary

e Responsible for observing and obeying all applicable safe practices, rules, policies, and laws
necessary for job safety

e Responsible for taking disciplinary action as needed to obtain compliance from employees

EMPLOYEES

e Responsible for conducting work in a safe manner

e Shall comply with all applicable safe practices in addition to any other safety laws, rules,
policies, or procedures

e Shall wear the required PPE specified for each operation

e If possible, correct unsafe conditions or practices which could cause injury to any person or
damage to property

e |f not possible to correct unsafe conditions or practices, highlight the hazard in some
manner so as to warn of the hazard and immediately report it to his/her supervisor.

e Shall request assistance and/or further explanation from a supervisor if a task is unclear or
seems unsafe

e Shall properly use all equipment provided

e Shall ensure all equipment provided is kept in proper working condition

e Report unsafe condition(s) to the supervisor before use and then the employee shall comply
with the supervisor’s instructions

PERSONAL PROTECTIVE EQUIPMENT (PPE)

GUIDELINES/REQUIREMENTS

It shall be the supervisor’s responsibility to determine if additional PPE is necessary and
to ensure that it is worn. The failure to wear appropriate PPE could result in disciplinary
action taken on both the employee and the supervisor.





HARD HATS

Shall be worn:

e When there is a clear and present danger of falling objects that may cause injury
e When exposed (or reasonably expected to be exposed) to falling or flying material
o  When exposed to overhead work or electrical conductors

e At the direction of the supervisor

HIGH VISIBILITY SAFETY VESTS

e Shall be worn when exposed to moving traffic or equipment

HIGH VISIBILITY SAFETY PANTS

e Must be worn by flag personnel in combination with a high visibility vest required during
night time operations in order to comply with class 3 garment requirements

SAFETY GLASSES

Shall be worn:

e When there is risk of injury to the eye from flying objects or windblown particles
e When operating power tools or machines such as grinders, drills, and saws, etc.
e  When jump-starting a battery

e At the direction of the supervisor

SAFETY GOGGLES

Shall be worn:

e When determined by the supervisor to be more appropriate and effective than safety
glasses

e When there is a need to protect the eye from dust, sawdust, debris and mist which can
enter or blow into an employee’s eye even though safety glasses are being worn

e When there is a danger of debris or a foreign objects entering through the side of the safety
glasses

e When working with hazardous chemicals in accordance with Material Safety Data Sheet
recommendations

FACE SHIELDS

. Face shields function as protection for the eyes and face and can be used to
supplement eye protection. Face shields are not permitted as a substitute for eye
protection. Rather, face shields must be worn in combination with other eye protection.

GLOVES

Shall be worn:

e During any activity having the risks of abrasion, laceration, burns, blisters or puncture
wounds to the hands

e  When working with hazardous chemicals in accordance with Material Safety Data Sheet
(Special impermeable gloves must be used)

e When there is risk of exposure to bloodborne pathogens

e At the direction of the supervisor

RUBBER BOOTS





Shall be worn:

. As required by Material Safety Data Sheet recommendations
. When mixing and applying hazardous chemicals
. At the direction of the supervisor

FALL PROTECTION DEVICES

Shall be worn:

e While working in a bucket or on a platform of aerial equipment

e  While working at heights on unguarded work platforms where the fall would be six feet or

more

RESPIRATOR PROTECTION

Shall be worn:

. When required by the product label or the Material Safety Data Sheet
. While mixing and applying herbicides

. When welding or cutting on galvanized metals
. When sandblasting

. When working with lead based paint

. When spray painting

. When dirt and dust are airborne

. When determined by the supervisor

FOOT PROTECTION

e Each affected employee shall wear appropriate footwear when working in areas where
there is a danger of foot injuries from falling or rolling objects

HEARING PROTECTION

e Shall be worn when the noise levels in the work environment may cause damage to hearing

FLOATATION VESTS OR LIFE JACKETS

e Shall be worn when working over or near water and where the danger of drowning exists

LEG PROTECTION

e Shall be worn for all activities requiring the use of a chainsaw

WELDING GARMENTS

e Shall be worn to protect the skin from burns (sparks, spatter and radiation) while welding or
cutting

GENERAL

OFFICE SAFETY

Hazards

e Material Storage and Handling - Pinch Points - Lifting - Slip, Trip and Falls - Cuts
Safe Practices





e Know locations of building emergency exits; do not use these areas for storage. These areas
should never be blocked. Walkways within the office should be open and not be restricted
by stacked boxes or garbage. These areas should never be blocked.

e Electrical cords, phone lines, computer cables, carpet and desk mats must be secured to
prevent tripping and falling hazards.

e File drawers should be closed immediately after use. Only one drawer should be opened at a
time to prevent the cabinet from tipping and/or falling forward. Use caution when closing
drawers.

e Put materials in their stored location upon receiving them.

e Use proper lifting techniques. Ask for assistance when moving heavy and/or bulky items.

e Do not walk with items stacked so high that your vision is obstructed. Do not stack items in
such a way as to make them unstable.

e When opening and closing desk drawers and file cabinets, be aware of and keep hands and
fingers out of pinch points.

e Benches, boxes, tables, chairs, or other make-shift substitutes are never to be used as step
stools or ladders.

e Hand-operated paper cutters must never be left in the raised position.

e Use signs or cones to alert others of wet floor surfaces. Any wet areas found on floors shall
be cleaned up immediately.

e Broken glass or other sharp-edged objects must not be placed in trash baskets unless
properly protected.

COMPUTER DATA ENTRY

Hazards

e Carpal Tunnel Syndrome - Back Discomfort - Neck Strain - Headaches - Eye Strain

Safe Practices

e Seat height and backrest angle should be adjusted to fit the user in a seated position. Thighs
should be parallel to the floor or sloping downward slightly. Footrest should be adjusted for
proper height and angle.

e The keyboard should be adjusted to keep forearms parallel to the floor or sloping downward
slightly. If it is necessary use wrist rests to maintain neutral position when needed. Correct
hand and wrist posture are important when entering data. Keep wrists in a neutral position.

e Documents should be positioned roughly perpendicular to the line of sight using a
document holder and the PC monitor should be at eye level. Eyes should look straight ahead
or downward 10 to 15 degrees.

e Locate video display terminals away from windows and/or use anti-glare screens when
necessary.

e Perform stretching exercises periodically.

EQUIPMENT MOUNTING AND DISMOUNTING

Hazards

e Slipping - Falling - Twisting

Safe Practices

e  When mounting or dismounting equipment, use all steps and all handholds provided.

e DO NOT JUMP FROM EQUIPMENT.

e Use a three-point method in mounting and dismounting equipment. When mounting, face
the equipment and use both hands to firmly grasp handholds while placing one foot solidly





on step. When dismounting, face the equipment and place feet solidly on steps. Use hands
to firmly grasp handholds.

LIFTING

Hazards

e Muscle Strain - Back Injury

Safe Practices

e Prior to lifting the load, think of alternate means of moving it (push, pull, roll, pour or
pump).

e Make sure the standing surface is not slippery.

e Determine the best way to hold the load. Get a firm grip on the load.

e Keep your back straight by tucking in your chin.

e Tighten your stomach muscles and lift with your legs.

o Lift the load slowly. DO NOT JERK!

e Be sure you position the load close to the body before lifting.

e Do not twist your body during the lift or when moving the load. Turn with your feet, not
with your back.

e Set the load down gently. Use your legs and keep your back as straight as possible.

e Be sure your fingers are out of the way when putting the load down and when moving the
load through tight spaces.

e Ask for help if you need it and use mechanical means whenever available.

FLAGGING TRAFFIC

Hazards

e Traffic - Dust and Debris - Visibility

PPE

e Safety Vest - High Visibility Class E Trousers (Night Work) - DOTD Hard Hat - Safety Glasses

Safe Practices

e Prior to beginning flagging operations, flaggers should be properly trained in flagging
techniques.

e Always set up flagging operations so that they are highly visible to traffic. Allow for good
approach sight distance.

e NEVER stand in a lane that is open to traffic.

e Signs and paddles should be clean and readable. Remove signs indicating flagger ahead
when flagging operations are not in progress.

e Wear a high visibility safety vest and orange cap. Hard hats may be required in some
situations. For night work high visibility pants must be worn in addition to the high visibility
vest.

e Pay special attention to possible escape routes in case of emergency and always face
oncoming traffic.

e Give clear and concise messages to drivers and coordinate with other flaggers.

e Always be aware of moving equipment in the work zone. Always establish eye contact with
the operator before approaching equipment.

HOUSEKEEPING

Hazards

e Slips, Trips and Falls - Exits Blocked in Emergencies - Falling objects
Safe Practices





Each employee is to maintain a clean and sanitary workplace.

All materials must be stored properly and neatly.

Clear all floors and walkways of tripping hazards on a regular basis. Aisles, electrical switch
boxes, firefighting or other rescue equipment, stairways and exits must be kept clear of
obstructions.

All floors, decks and working surfaces are to be maintained in a non-slippery condition by
removing spills as soon as possible. Non-slip material should be inspected for wear.

Do not throw trash on the floor or ground. Place trash in proper receptacle.

Clean all machinery regularly and keep work area free of shavings, excess oil and pieces of
stock.

Oily waste, rags or other flammable material shall only be stored in the proper metal
receptacles.

Neatly store hand tools in a designated place.

Provide ample space for each employee to work safely and to achieve a sound footing.
Ample light for the work to be performed is necessary.

Do not stack boxes or material at an unsafe height.

HAZARDOUS MATERIALS

Responsibilities

Supervisors

B Ensure that labels are legible when hazardous material is received and that they are
maintained in a legible condition. Containers should be stored with warning labels
visible.

B Maintain Material Safety Data Sheets in a good condition and ensure employee access.

B Ensure essential employees receive training on hazardous material and the Hazardous
Material Program.

B Ensure employees are provided with and instructed on the use of any personal
protective equipment that may be necessary for working with the hazardous materials.

P Make sure employees use proper devices and containers for transfer of hazardous
material.

Employees

B Acquire the necessary training before working with any hazardous material.

Bk Review Material Safety Data Sheets on material for procedures to follow, personal or
environmental hazards and safety information.

B Wear required personal protective equipment before working with any hazardous
material.

# Use only acceptable containers for transporting hazardous material.

HAND TOOLS (POWER AND MANUAL)

Possible Hazards

PPE

Electrical Shock - Noise - Pinch Points - Dust - Sharp Edges and Points - Flying Particles - Cuts
and Abrasions

Safety Glasses/Goggles - Gloves - Hearing Protection - Respirator

Safe Practices

Perform a pre-operational inspection of equipment prior to use. Do not use any equipment
that is unsafe.
Hand tools shall be used only for the purpose for which they were designed.





e Avoid using power tools or hand tools with cutting edges that are dull.

e Be aware of safety devices on tools. Check safety devices regularly and use only tools with
all safety devices properly in place and operating.

e All power tools shall be operated in accordance with the manufacturer’s instructions.

e Electric power tools with damaged cords or switches should not be used.

e All power tools shall be turned off and/or disconnected from the power source before
making adjustments, changing blades, bits, discs, etc.

e Store tools properly. Do not leave tools in elevated locations where they could create a
falling object hazard. Place tools in a safe position when not in use so that sharp points are
not exposed.

LIGHT AND HEAVY EQUIPMENT

e Prior to operating equipment, proper training and approval to operate must be obtained
from the supervisor.

e Follow all manufactures’ guidelines and Safe Operating Check List (SOCL) Training for
maintenance and safe operation of equipment.

e Do not alter, remove or bypass manufacturer’s safety switches, features or guards.

e Inspect equipment prior to use. If there is any damage, unsafe condition or potentially
unsafe condition on the equipment, report it to the supervisor.

e Do not use any equipment that has been declared unsafe by the supervisor.

SHOP/YARD

EQUIPMENT/AUTOMOTIVE PAINTING

Possible Hazards

e Fumes - High Pressures - Skin Irritation - Fire - Hazardous Chemicals and Solvents

PPE

e Respiratory Protection - Gloves - Goggles/Face Shield

Safe Practices

e In case of spills or leaks, shut off ignition sources. Scoop materials into proper containers for
disposal. Keep inert absorbent aid, such as oil dry or rags on hand.

e Store dirty rags in properly marked containers. Empty containers frequently.

e Dispose of waste in appropriate containers and in accordance with federal, state and local
regulations.

e Store paints and other flammable materials in appropriate cabinets or containers. Keep
away from heat and provide adequate ventilation.

e The use of over garments, gloves, creams, etc. are recommended to reduce damage to skin.

e Know overexposure effects and emergency first aid procedures. Review Material Safety
Data Sheets prior to use.

e Eyewashes, fire extinguishers and a first-aid kit must be available in work area.

e Ensure that fittings and connections are kept tight and that air hoses and pressure hoses are
not frayed or leaking. Ensure that air pressure is regulated, applying only enough pressure to
operate the equipment being utilized i.e., spray gun, pressure pot spray apparatus, sanders
and grinders.

e Maintain proper exhaust and airflow within spray booth. Monitor air flow meters.

e Keep exhaust filters changed as required or necessary. Keep paint overspray build-up to a
minimum by frequently changing paper on spray booth floor. Keep filters on inlet side of
booth changed.
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e Use only properly fitted, approved respirators. When using a positive pressure air supplied
respirator, ensure that hood and hoses are free of tears and breaks. Inspect the air pump
inlet filter frequently and change as needed.

e Maintain proper warning signs in the paint shop.

e  When working alone in the spray booth, there should be another worker nearby to provide
assistance in the event of an emergency.

EQUIPMENT BODY REPAIR

Possible Hazards

e Toxic Fumes - Cuts and Pinch Points - Solvents - Flammable Liquids - Combustibles - Reactive
Materials - Slip, Trip and Fall

PPE

e Respiratory Protection - Gloves - Safety Glasses/Safety Goggles/Face Shield

Safe Practices

e Review Materials Safety Data Sheets for material to be used prior to use.

e Inthe event of spills, shut off all sources of flame and ignition, absorb with inert material,
sweep up and collect in container for disposal as solid waste.

e Extinguish open flames when using plastic body fillers.

e Thoroughly wash any skin that has been exposed to harmful solvents or other materials with
soap and water.

e Have proper ventilation adequate enough to draw dust and fumes away from work area.

e Dispose of waste and scrap in accordance with policy and regulations.

Make sure all shields and guards are in place on all machinery.

Use only approved jacks and jack stands. Make sure they are rated for the load to be lifted.

Maintain a neat, clean, and orderly work place.

Never use unknown or outdated chemicals or materials.

e Assure all electrical or mechanical equipment in work areas is in good repair.

e Report all malfunctioning equipment to supervisor.

e Use proper lifting techniques. Get help if necessary.

EQUIPMENT/VEHICLE HOISTING - LIFTING - JACKING

Possible Hazards

e Crushing Injuries - Slip, Trip and Fall - Muscle Injuries — Back Injuries

PPE

e Approved Footwear - Hard Hat or Bump Cap - Gloves

Safe Practices

e Use proper lifting techniques.

e Never exceed the manufacturer’s load limits on chain hoists, dollies, beams, web/chain
slings, floor lifts or jacks.

e Properly maintain all hoisting, lifting and jacking equipment. Ensure the equipment is safe to
operate prior to use.

Hoist

e Prior to use inspect hoist chain and hook for wear. Make sure that the hook is used with a
safety latch.

e Never get under a load being raised or suspended.

Lift

e Clear the area around the lift of personnel and obstacles.

e Place vehicles on lift using proper procedures to locate lift brackets under vehicle.
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e Monitor vehicle as it is being raised and be sure that it is stable on lift.

e Lock safety rod into place under lift to prevent the lift from falling if leaking down.

o  When lowering lift, assure that area around lift is clear and safety rod is removed. When lift
is down, properly secure all lift brackets.

e Move vehicle from lift area when completed.

Jack

e After the vehicle is raised, place garage stands under the vehicle to provide safe support.
Never depend on the floor jack to hold up the load.

e When work is complete, remove stands, lower the floor jack and secure it in the designated
storage area.

e Block wheels when using above ground lift or when only one end of a vehicle is being lifted.

HYDRAULIC SYSTEM REPAIRS

Possible Hazards

e High Pressures - Slip, Trip and Fall - High Temperatures - Skin Abrasions Crushing Injuries -
Infection from Oil Penetration - Lifting

PPE

e Approved Footwear - Safety Glasses/Face Shield - Gloves

Safe Practices

e Do not work on a hydraulic system until fully trained.

e Review the manuals on equipment before beginning work. Ask supervisor questions if you

do not fully understand the manual or instructions.

Read Material Safety Data Sheets for chemicals that will be used.

Keep a clean work area free of slipping hazards and debris.

Wear required PPE.

Secure, block or lower to the ground all components that may move, rotate or fall.

e Relieve pressure on the system. (Some systems use accumulators that store pressure.
Identify the system before working on it.)

. Severe burns from hot fluid can result while disconnecting hydraulic lines if extreme
caution is not used.

e Use test equipment designed for higher pressures than the system being repaired.

e (Note: A good rule is to use equipment rated at twice what is expected.
Example: For a 2500-psi system, use a 5000-psi gauge.)

. DO NOT USE HANDS OR FINGERS to find leaks. Fluid under high pressure can cut or be
injected into skin.

e Clean up spills immediately.

e  When working under equipment/apparatus being supported by hydraulics, stops, safety
pins, etc; must be in place prior to beginning repairs.

LOADING/UNLOADING FREIGHT

Possible Hazards

e Lifting - Slip, Trip and Fall - Crushing Injuries

PPE

e Approved Footwear — Gloves

Safe Practices

e Use proper lifting techniques. Get help if necessary.

e [f unloading requires getting on or in a trailer with a fork lift, ensure that all trucks or trailers
are securely chocked.
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Make sure that the hydraulic dock levelers are properly positioned on the bed of the trailer
to allow for safe entry.

Maintain forklift speeds to a minimum in order to avoid damage to trailers and material. Pay
special attention to avoid slipping or sliding when ramps are wet or icy.

Be observant of surroundings and pedestrians who may be in the work area.

When trailers are being loaded, make sure to secure all pallets. Properly load all pallets to
avoid shifting while being transported. Use chains or straps to guard against shifting.

Heavy pallets should be placed in the front of the trailer to avoid being thrown forward
during quick stops.

Hazardous material must be properly marked and placards displayed on the trailer to
indicate hazardous contents.

All forklift operators must be properly trained, certified and approved prior to loading or
unloading any trailers.

Do not load pallets or hand trucks in a manner that blocks vision when moving loads.

MAINTENANCE AND REPAIR SHOPS (GENERAL)

Possible Hazards

PPE

Hazardous Materials - Slip, Trip and Fall - Sharp Edged Tools - Moving Equipment -
Improperly Stacked Material - Noise - Flammable Materials - High Pressure Hoses - Dark
Work Areas - Electrical Shock - Lifting - Pinch Points - Pressurized Containers - Sparking -
Possible Confined Space

Approved Footwear - Safety Glasses/Goggles/Face Shield - Hearing Protection — Gloves -
Bump Cap or Hard Hat - Hearing Protection

Safe Practices

Be aware of chemicals, cleaning agents, degreasers, paint thinners and other combustible
materials used in the shops. Read and follow warning labels on containers and on Material
Safety Data Sheets, to ensure materials are properly handled and stored.

Notify the supervisor if a hazardous substance is spilled. Follow proper procedure for
cleanup.

Be aware of the locations of first aid kits and fire extinguishers. Follow good housekeeping
practices to reduce the risk of fires.

Material handling equipment (forklifts, cranes, etc.) shall be operated in a safe manner, as
established in applicable training programs and manufacturer’s guideline.

Proper lifting techniques shall be used. Get help or use lifting equipment if necessary.
Take appropriate measures to eliminate loose or slippery materials, tripping hazards and
other obstructions.

Ensure adequate ventilation. Use exhaust elimination system when necessary.

MECHANIC OPERATIONS

Possible Hazards

PPE

Cuts, Bruises and Blisters - Flying Metal Particles - Pinching and Crushing Injuries - Lifting -
Eye Injury

Approved Footwear - Safety Glasses/Goggles/Face Shield - Hearing Protection Gloves -
Bump Cap or Hard hat

Safe Practices

Keep work area clean and clear of all hazards.
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e Clean up spills as soon as they happen.

e Use caution when moving equipment into or out of a shop. Use a spotter when necessary.

e Know the location of fire extinguishers and first aid kits, so you can find them in the event of
an emergency.

e Use lock-out tag-out on equipment that is not to be started or moved.

e Always use the proper tools and PPE for the job.

e Inspect drop cords routinely.

e Always use approved chains or slings and inspect before use.

e Make sure hoist is in good operating condition. Report defects to your supervisor.

e Do not get under any object being lifted.

e Always inspect the area around you to make sure you have a clear path so you can get out
of the way in an emergency.

e Do not get under any equipment supported only by a jack. Always use the proper stands.
Make sure the full weight is resting on the stand and the equipment is secure.

e Use only jacks that are in good condition and proper tonnage for your application.

e No smoking in shop or while repairing equipment.

SANDBLASTING

Possible Hazards

e Flying Particles - Dust - Lifting - Pressurized Lines

PPE

e Hard Hat - Gloves - Approved Footwear - Hearing Protection - Respiratory Protection - Safety
Glasses - Sandblasting Hood/Helmet - Proper Clothing

Sand Reservoir and Hose Assembly Safe Practices

e Perform a pre-job conference.

e Review Manufacturer’s Operating Procedures for applicable equipment and perform pre-
operational checks.

e Check fittings for leaks and alignment.

e Attach muffler to the compressor to reduce blowback noise.

e Check position of all valves before activating blaster. Nozzle should have a “Dead Man” shut-
off valve.

e Drain water from the separator.

e Stand clear and do not face sand reservoir after filling. Be careful not to overfill. While the
lines are still pressurized, never try to remove debris from the top of the hopper by hand.

o Keep unauthorized personnel out of immediate sandblast area.

e Check blasting hoses for rips, tears and soft spots. Do not use hoses that are defective or
blocked.

e Check nozzle shut-off mechanism prior to use and check nozzle for wear. Make sure all
safety latches and pins are in place.

e Do not allow vehicles to run over hoses. Avoid kinks and sharp turns in hoses.

e Avoid dragging hoses over concrete or any surface that could cause wear.

e An operational sand blasting hose shall never be pointed toward personnel or equipment.

Sandblasting Hood Safe Practices

e Clean and disinfect hood before and after use.

e Adjust the helmet, headband, and the chinstrap to proper size.

e Make sure the hood-skirting is fitted down over shoulder and snaps are properly fastened.

e Wear the waist belt for the air hose outside of skirting to allow easy adjustment.
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Check the air supply system. Include all connections and kinks in the air supply line to the
hood.

Long sleeve shirts, safety glasses, hearing protection and safety shoes are required.

A positive pressure air hood is required. The supplied air must be at least Grade D
breathable air. Grade D air has the following characteristics:

Oxygen content from 19.5 to 23.5 percent

Condenses oil at 5 mg/m3

Carbon monoxide (CO) not to exceed 10 parts per million (PPM)

Carbon dioxide (CO2) not to exceed 100 PPM

No odor

If a fresh air pump is being used to supply air to the hood, air intake on the pump must
be a minimum of fifty feet away from any running piston driven engine.

FYyYYVy¥YYY

OIL CHANGING

Possible Hazards

PPE

Cuts — Bruises — Pinching and Crushing Injuries — Eye Injury — Slip, Trip and Fall , Burns

Approved Footwear, Bump Cap, Safety Glasses, Gloves

Safe Practices

You want to make sure that the engine is warm. Not hot and not cold. When the engine oil
is cold, it becomes thick and drains slowly. When the engine oil is hot, you run the risk of
burning yourself during the oil change service. If the engine is cold run the engine until hot.
An engine that is hot should be cooled down for approximately 20 minutes. This also allows
the engine oil and deposits to settle into the oil pan. Allowing the engine oil to circulate
before an oil change is a good idea because it removes dirt and deposits.

Before removing the drain plug, pull the engine oil dipstick and feel the temperature of the
dipstick and the engine oil to make sure it's not too hot and not too cold.

If a hydraulic lift is used to raise the vehicle/equipment:

B Clear the area around the lift of personnel and obstacles.

Do not get under while being lifted.

Place vehicles on lift using proper procedures to locate lift brackets under vehicle.
Monitor vehicle as it is being raised and be sure that it is stable on lift.

If a jack is used to raise the vehicle/equipment

After the vehicle is raised, place garage stands under the vehicle to provide safe
support. Never depend on the floor jack to hold up the load.

B Block wheels when only one end of a vehicle is being lifted.

Put the drain pan under the drain plug.

Using the proper wrench remove the oil drain plug

Replace the oil drain plug

Put the drain pan under the oil filter.

Remove the oil filter with your oil filter wrench.

Lubricate the filter gasket prior to installing the filter.

Install the new oil filter, tightening according to specs.

Follow lowering procedures if lift was used:

B When lowering lift, assure that area around lift is clear and safety rod is removed.

B When lift is down, properly secure all lift brackets.

Follow lowering procedures if jack was used;

» When work is complete, remove stands, lower the floor jack

Fill the crankcase with proper type and quantity oil.

FYyYyYVyYY
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e Start engine and check drain plug and filter for leaks.

TIRE REPAIR

Possible Hazards

e Lifting - Crushing Injuries - Slip, Trip and Fall — Explosions - Noise - Pinching Injuries

PPE

e Approved Footwear - Hearing Protection — Gloves - Safety Glasses

Safe Practices

e The employee must have training or instruction in correct procedures for mounting,
dismounting and servicing activities for tires and rims and the safe operating precautions for
the type of wheel being serviced.

e The employee shall wear eye and proper foot protection.

e An approved rubber lubricant needs to be applied to the bead and rim mounting surfaces
when assembling the wheel and inflating the tire. Do not use any flammable material to seat
tires.

e When arim wheel is in a restraining device, the employee must not rest or lean against the
restraining device. Always stand to the side.

e After inflation, the tire and wheel must be inspected while still within the restraining device
to make sure that they are properly seated and locked. If further adjustment is necessary,
the tire must be deflated by removing the valve core before the adjustment is made.

e Do not attempt to correct the seating of side and lock rings by hammering, striking, or
forcing the components while the tire is pressurized.

e Cracked, broken, bent or otherwise damaged wheel components must not be reworked,
welded, brazed, or otherwise heated.

e Do not apply heat to any wheel.

e Air pressure in stored and mounted tires should not exceed 20 PSI.

o Fully inflated, multi-piece wheels should not be transported except in a restraining device.

TRAFFIC SERVICES’ SHOPS AND WAREHOUSES

Possible Hazards

e Slip, Trip and Fall - Lifting - Hot Surfaces - Sharp Tools - Sharp Edges or Burrs Electrical Shock

PPE

e Approved Footwear - Safety Glasses - Gloves

Safe Practices

e Use gloves when handling hot materials and materials or tools with sharp edges or burrs.

e Eye protection shall be worn when a task creates flying chips, burrs, etc.

e Proper lifting techniques shall be used. Get help or use equipment if necessary.

e Be aware of loose material, tripping hazards and other obstructions.

e Because of danger of electrical shock, do not touch any unfamiliar wiring.

e Spilled glass beads should be removed promptly to eliminate a slippery surface.

e Conduct all sign shop painting and screening in a well-ventilated area, using exhaust fans
and filters.

WAREHOUSE

Possible Hazards

e Hazardous Materials - Slip, Trip and Fall - Fire - Improperly Stacked Material Moving
Equipment - Lifting - Dust - Flying Debris

PPE
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e Approved Footwear - Safety Glasses - Gloves - Hard Hat

Safe Practices

e Read and follow warning labels on containers and on the Material Safety Data Sheets to
ensure materials are handled and stored properly.

e Notify the supervisor if a hazardous substance is spilled. Follow proper procedure for
cleanup.

e Be aware of fire extinguishers and first aid kit locations.

e Follow good housekeeping practices.

e Material handling equipment (forklifts, pallet truck, etc.) shall be operated by a qualified
operator.

e Material shall be stacked properly for safe and efficient retrieval. Keep heavier materials
near floor. Stack items so that they do not extend into aisles.

e Be alert for materials which may have been stored improperly.

e Proper lifting techniques shall be used. Get help or use lifting equipment if necessary.

e Take appropriate measures to eliminate loose or slippery materials, tripping hazards and
other obstructions.

e Follow standard operating procedures and manufacturer’s recommendations when using
ladders.

WELDING

Possible Hazards

e Ultraviolet Burns to Eyes and Skin - Fire - Debris to Eyes and Exposed Skin - Slip, Trip and Fall
- Hot Metal Spatter - Overhead Loads - Cuts and Pinches Lifting - Electrical Shock

PPE

e Approved Footwear - Gloves - Respiratory Protection - Welding Helmet/Shield - Welding
Garments

Safe Practices

e Perform a pre-job conference.

e Do not attempt to use welding equipment until properly trained.

e Do not wear jewelry when welding.

e Itis the responsibility of the employee performing the welding or cutting to take sufficient
precautions to protect other employees in the area. Be aware of others in work area.
Protect yourself and others from flying objects and arc rays. Flying sparks are a danger to
your eyes. Arc rays can also cause painful burns to yourself and onlookers. Make sure your
own eyes and eyes of others are protected when chipping slag, striking an arc, etc.

e Be sure the welding area has a good safe floor. Concrete or masonry is recommended.
Prevent sparks from falling through grating or holes in the floor onto other work areas. Post
a fire watch if the possibility of causing a fire exists.

e Make every reasonable attempt to prevent the sparks from the work area from contacting
hoses, tanks, and combustible materials. Keep combustible or flammable materials at a safe
distance (at least 35 feet).

e Wear appropriate gloves. Do not use gloves or other clothing which contain oil and grease.

e Always be sure your machine is properly grounded.

e Do not change the polarity switch while machine is under load. Wait until the machine is
idling and the circuit is open.

o Keep a fire extinguisher handy at all times.

e Avoid damp areas and keep the hands and clothing dry at all times. Dampness on the body
may cause an electrical shock.
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Never strike an arc on a compressed cylinder or tank, even if empty, that has contained
combustible material.

Use a suitable spark shield around welding equipment in flash welding.

Keep the uninsulated portion of the electrode holder from touching the welding ground
when the current is on. This will cause a flash.

Keep welding cables dry and free from oil and grease. Uncoil cable to remove loops and
tangles.

Weld in open area. If welding is to be done in a confined area, provide an adequate exhaust
fan system and ventilation. Make sure proper testing has been conducted in any confined
space.

Dress properly. Protect all areas of body from arc burns.

Be sure all electrical wiring is correctly installed and maintained.

Do not overload the welding cables.

Do not operate power tools off generator/welder while it is being used for welding.
Proper lifting techniques shall be used. Get help if necessary.

CUTTING, PIPEFITTING

Possible Hazards

PPE

Noise - Hazardous Materials - Explosive Atmospheres - Confined Spaces - Poor Visibility -
Lifting - Temperature Extremes - Pressurized Systems - Oxygen Deficient Atmospheres -
Toxic Fumes

Approved Footwear - Proper Safety Glasses - Hearing Protection - Gloves - Hard Hat -
Respiratory Equipment - Proper Protective Garments

Safe Practices

Perform a pre-job conference.

Complete DOTD Confined Space Safety Program requirements if working in a confined
space.

The work area shall be ventilated to prevent employees from exposure to hazardous fume
concentrations when lead, cadmium, galvanized or other toxic fume-producing materials are
burned or heated to such a degree that fumes from the metal or its fluxes are generated.
Approved respiratory equipment shall be used if adequate ventilation cannot be provided.
Oxygen and acetylene cylinders shall be secured and used only in the upright position.
Check electrical equipment, including lighting, pumps, switches, power tools and automatic
starting machinery for defects. Use Lockout/Tagout procedures as necessary.

Be aware of fire extinguishers’ locations. Practice good housekeeping procedures to reduce
the risk of fires.

Check pressurized piping, hoses, tanks, steering systems, etc., for unsafe conditions prior to
work. De-energize, de-pressurize and/or exercise systems prior to repair. If in doubt, consult
supervisor.

Only light a torch with a striker. DO NOT USE A CIGARETTE LIGHTER!

Ensure chain hoist, lifting devices and other rigging equipment are in good operating
condition prior to use.

Read product labels, the Material Safety Data Sheets and manufacturer’s labels before
handling chemicals. Hazardous materials should be properly stored and must be in
accordance with manufacturer’s guidelines.

Be aware of loose or slippery materials, tripping hazards and other obstructions. Take
appropriate measures to eliminate them.
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e Use proper lifting techniques. Get help or use equipment if necessary.
e Use appropriate lighting when working in dark, poorly lighted and/or limited workspaces.

WOOD WORKING

Possible Hazards

e Cuts - Allergic Reaction - Splinters - Fire - Flying Wood Chips or Parts Pinching/Crushing
Injuries - Eye Injury - Dust Inhalation - Noise - Lifting

PPE

e Approved Footwear - Hearing Protection - Respiratory Protection - Safety Glasses/Face
Shield - Gloves

Safe Practices

e Do not use any equipment or perform any operation until fully trained.

e Regularly review Safe Operating Procedures of each piece of equipment.

e Maintain good housekeeping practices. Make sure work areas are clear and safe for work to
be done.

e Wear proper footwear, eye and ear protection.

e Proper lifting techniques shall be used. Get help if necessary.

e Make sure depth and thickness levels are properly set.

e Make sure blades and knives are sharp and working properly.

e Make sure all work surfaces are clear of obstructions.

e Do not operate equipment if guards are not in place or operating properly.

e Be aware of others in the surrounding area so that nothing is thrown from a saw which may
cause injury.

e Make sure all switches are in proper working condition.

e Keep hands and clothing away from cutting surface.

e Adjust settings on machinery only when the switch is off and the blades have ceased to
rotate.

e Safety glasses are required while operating equipment and while in the area where
equipment is being operated.

e Do not wear jewelry, ties or loose fitting clothing when operating machinery.

e Use respirators or dust shields when required.

WORKSITES

ASPHALT OVERLAYS

Possible Hazards

e Moving Traffic - Hot/Flammable Materials - Overcrowding of Workers - Flying Particles - Slip,
Trip and Fall - Moving Equipment - Temperature Extremes Utility Lines

PPE

e Safety Vest - Approved Footwear - Gloves

Safe Practices

e Perform a pre-job conference.

e Perform pre-operational checks on equipment.

e Determine and set up the traffic control needs from the DOTD Maintenance Traffic Control
Handbook.
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e Park vehicles and equipment not being used in areas that: provide safe entrance and exit of
the work area; do not create conflicts with other vehicles/equipment operating in the work
area; and provide maximum protection for workers getting in and out of the vehicles.

e Be aware of escape routes in case of emergency. It is a good practice to face oncoming
traffic while on foot.

e Employees on foot must use extreme caution to stay clear of operating equipment.

e When using a fired kettle, keep fire extinguishers available at all times.

e Review the Material Safety Data Sheets for each material used. Use caution when handling
hot/flammable materials.

e Take precautions to prevent heat and cold stress when working in extremely hot or cold
temperatures.

e Be aware of loose material, excavation drop-off, tripping hazards, uneven ground and other
obstructions.

e Allow ample space for each employee to work safely.

e Before backing, make sure area is clear. Use a spotter when one is available.

e Be observant of potential danger from overhead utility lines.

e  Watch for flying sand and rock from sweeping operation and adjacent traffic.

POTHOLE PATCHING

Potential Hazards

e Moving Traffic or Equipment - Hot/Flammable Materials - Slip, Trip and Fall Overcrowding of
Workers -Temperature Extremes - Utility Lines - Lifting

PPE

o Safety Vest - Approved Footwear - Gloves

Safe Practices

e Perform pre-job conference.

e Determine and set up the traffic control needs from the DOTD Maintenance Traffic Control
Handbook.

e Parkin areas that provide safe entrance and exit of the work area; do not create conflicts
with other vehicles and equipment operating in the work area.

e Be aware of possible escape routes in case of emergency.

e Employees on foot must use extreme caution to stay clear of vehicular traffic or operating
equipment.

o Keep fire extinguishers available at all times when using a fired kettle. Extinguisher should
be on other equipment not the kettle.

e Review the Material Safety Data Sheets for each material used. Use caution when handling
hot/flammable materials.

e Take precautions to prevent heat and cold stress when working in extremely hot or cold
temperatures.

e Be aware of loose material, excavation drop-off, tripping hazards, uneven ground and other
obstructions.

o Allow ample space for each employee to work safely.

e Use proper lifting and handling techniques while shoveling asphalt.

e Before backing, make sure area is clear and use a spotter when available.

e Be observant of potential danger from overhead utility lines.

e Use precautions when mounting and dismounting trucks to cover and uncover loads and to
dispense material.
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ASPHALT PLANT (PICKING UP MATERIAL)

Potential Hazards

e Moving Equipment Hot/Flammable Materials - Slip, Trip and Fall - Temperature Extremes

PPE

e Safety Vest - Approved Footwear - Hard Hat - Gloves

Safe Practices

e Perform pre-operational checks before leaving for the asphalt plant site.

o If the asphalt plant site is a hard hat area, hard hats shall be worn at all times while on the
asphalt plant site.

e Upon arriving at the asphalt plant site, spray dump truck bed with water or other protecting
liquid.

e Upon arriving at the asphalt plant, communicate with the asphalt plant operator on
pertinent information:

B The amount of asphalt (the size of the load) to be received.

B The number of asphalt drops from the asphalt plant mixer box for the load.

B The amount of time (in seconds) between asphalt drops.

B What methods are being used to communicate that the last drop is completed (e.g.,
traffic signals, horns, instructional signs, flashing lights, hand signals, eye contact, etc.)

e Wait for a signal from the asphalt plant operator prior to pulling the dump truck under the
asphalt plant mixer box.

e Pull receiving dump truck under the asphalt plant mixer box. Position the dump truck bed
directly under the asphalt plant mixer box. If more than one asphalt drop is to be dumped
into the receiving dump truck bed, the dump truck operator may reposition the dump truck
bed after each dump to evenly distribute the asphalt product in the truck bed.

o If the height of the dump truck keeps it from pulling underneath the asphalt plant mixer
box, the dump truck may be backed underneath the asphalt plant mixer box.

e Before backing, make sure area is clear and use a spotter when available.

e Follow all asphalt plant rules and procedures for the dumping process.

e Once the last asphalt drop is made into the dump truck bed, proceed slowly from
underneath the asphalt plant mixer box.

e Once the dump truck is completely from underneath the asphalt plant mixer box, check the
asphalt load and cover as applicable.

. Use proper precautions when mounting and dismounting trucks to cover and uncover
loads and to dispense material.

e Use caution when handling hot/flammable materials. Review Material Safety Data Sheets as
applicable.

e Be aware of the surrounding area. Check for loose material, excavation drop-off, tripping
hazards, uneven ground and other obstructions.

e Use proper lifting and handling techniques while shoveling asphalt.

BRIDGE JACKING

Potential Hazards

e Overload - Kickout - Crushing - Shifting Loads - Lifting

PPE

e Hard Hat - Safety Glasses/Goggles - Gloves - Approved Footwear - Safety Vest Body
Harness/Lanyard

Safe Practices

e Perform a pre-job conference.
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e Know the rated capacity of jacks that are to be used in order to avoid overload.

e Know the weight of the load and operate within safe limits.

e Use stable base to position for jacks.

e When lifting or lowering, keep unnecessary personnel clear of loading area.

e  When multiple jacks are used, lifting and lowering should be uniform.

Brace the load with blocks or with some other approved means before work begins.
Keep all objects clear that could possibly cause the jack to be pushed from the side.
If the jack starts to tilt while jacking, stop immediately, relieve load and reposition jack.
If employees are working 6 feet or more above a lower level, fall protection must be
provided by a guardrail system, a work positioning system and/or a fall arrest system
comprised of a body harness, lanyard and life line.

CONCRETE PAVEMENT MAINTENANCE

Potential Hazards

e Moving Traffic - Moving Equipment - Slip, Trip and Fall - Noise - Flying Particles Pinch Points -
Overcrowding Of Workers - Lifting - Power Tool Operation - Suspended Loads - Temperature
Extremes

PPE

e Safety Glasses/Goggles - Safety Vest - Gloves - Approved Footwear - Hearing Protection -
Hard Hat (If necessary)

Safe Practices

e Perform a pre-job conference.

e Determine the traffic control needs from the DOTD Maintenance Traffic Control Handbook.

e Parkin areas that provide safe entrance and exit from the work area.

e Employees on foot must use caution to stay clear of operating equipment.

e Be aware of escape routes in case of emergency.

e Review Material Safety Data Sheets for each material used.

e Be aware of tripping hazards.

e Allow enough space for each employee to work safely.

e Use proper lifting and handling techniques. Get help or use equipment if necessary.

e Wear rubber boots and rubber gloves when working with fresh concrete.

e Be aware of flying debris, wind, moving traffic, jack hammers, saws, picks, etc.

BRIDGE MAINTENANCE

Potential Hazards

e Moving Traffic - Hazardous Materials - Parking - Communication Difficulties Machinery -
Electrical Shock - Slip, Trip and Fall - Confined Spaces - Noise

PPE

e Safety Vest - Approved Footwear - Hard Hat - Gloves - Safety Glasses - Hearing Protection

Safe Practices

e Perform a pre-job conference.

e Review Safe Operating Procedures for applicable equipment and perform pre-operational
checks.

e Determine the traffic control needs from the DOTD Maintenance Traffic Control Handbook.

e Parkin areas that provide safe entrance and exit of the work area.

e Avoid walking and working under suspended loads.

e Employees on foot must use extreme caution to stay clear of operating equipment.

e Proper lifting techniques shall be used. Get help or use equipment if necessary.
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e Be aware of escape routes in case of emergency.

e Be aware of tripping hazards.

o Allow ample space for each employee to work safely.

e Be aware of other employees in the work area.

e  Watch for poisonous plants, insects and snakes.

e Be alert. Watch for protruding nails or spikes in decks and rails.

e Review Material Safety Data Sheets for all hazardous materials to be used or expected to be
encountered.

e Properly dispose of waste materials.

e Be alert for pinch points and crushing hazards.

e Do not leave tools or materials in areas where vibration could cause them to fall.

e Maintain communications between employees at all times.

e Lockout controls when working on machinery.

e Electrical tools shall be properly grounded and insulated.

DRIFT REMOVAL

Potential Hazards

e Traffic - Unstable Footing - Swinging Objects - Communication Difficulties Drowning - Rigging
- Slip, Trip and Fall - Crushing - Hidden Hazards

PPE

e Safety Vest - Hard Hat - Approved Footwear - Gloves - Personal Flotation Device

Safe Practices

e Perform a pre-job conference.

e Review Safe Operating Procedures for applicable equipment and perform pre-operational
checks.

e Determine traffic control needs from the DOTD Maintenance Traffic Control Handbook.

e Parkin areas that provide safe entrance and exit of the work area.

e Avoid walking and working under suspended loads.

e Employees on foot must use extreme caution to stay clear of operating equipment.

e Proper lifting techniques shall be used. Get help or use equipment if necessary.

e Be aware of escape routes in case of emergency.

e Be aware of tripping hazards.

e Allow ample space for each employee to work safely.

e Be aware of other employees in the work area.

e Be aware of poisonous plants, insects and snakes.

e Review Material Safety Data Sheets on hazardous materials being used or expected to be
encountered.

e Dispose of waste materials properly.

e Use gloves when handling treated lumber.

e Be on the alert for pinch points and crushing hazards.

e Employees should wash hands before eating, drinking or smoking.

e Do not leave tools or materials where vibration or wave action could cause them to fall.

e Maintain communications between employees at all times.

e Be alert to swinging loads and loads that are suddenly being “snatched” due to tensile load
from cable and winch.

e Be aware that if material attached to cable and boom breaks free from the drift pile, swift-
moving currents can cause a sudden increase in load.
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EARTH MOVING

Potential Hazards

e Moving Equipment - Poisonous Plants/Snakes/Insects - Noise - Slip, Trip and Fall -
Suspended Loads - Utilities - Moving Traffic - Animals

PPE

e Safety Vest - Approved Footwear - Hard Hat (If under overhead) - Gloves

Safe Practices

e Comply with Louisiana Underground Utilities and Facilities Damage Prevention Law. In order
to locate underground utilities or facilities call Louisiana One Call (Call 811 or 1-800-272-
3020 forty — eight hours before digging is scheduled. Marks are valid for 10 calendar days.
Allow an 18 inch tolerance zone.) No excavation work shall be started until efforts have
been made to determine if underground utilities or facilities are located in the area.

e Perform a pre-job conference.

e Review Safe Operating Procedures for applicable equipment and perform pre-operational
checks.

e Determine the traffic control needs from the DOTD Maintenance Traffic Control Handbook.

e Parkin areas that provide safe entrance and exit of the work area.

e Employees on foot must use extreme caution to stay clear of operating equipment.

e Be aware of escape routes in case of emergency.

e Allow enough space for each employee to work safely.

e Be aware of tripping hazards.

e Avoid walking and working under suspended loads.

e Wear hard hat when working around backhoes, cranes, excavators, etc.

o Before backing, make sure area is clear and use a spotter when available.

TRENCHING AND EXCAVATION

Potential Hazards

e Cave-In - Struck by the moving machine, swinging booms, or other machine components -
Being struck by quick-disconnect excavator buckets that unexpectedly detach from the
excavator stick - Equipment rollovers - electrocutions, Slip, Trip and Falls — Utilities - Surface
Encumbrances - Hazardous Atmosphere - Falling Loads - Water Accumulation — Dust and
Flying Debris

PPE

e Approved Footwear — Gloves - Safety Glasses/Goggles - Hard Hat - Safety Vest

Safe Practices

Site Evaluation and Inspection

e Comply with Louisiana Underground Utilities and Facilities Damage Prevention Law. In order
to locate underground utilities or facilities call Louisiana One Call (Call 811 or 1-800-272-
3020 forty — eight hours before digging is scheduled. Marks are valid for 10 calendar days.
Allow an 18 inch tolerance zone.) No excavation work shall be started until efforts have
been made to determine if underground utilities or facilities are located in the area.

e A “competent person” (Only persons receiving special training may be qualified as
“competent”) must inspect excavations, the adjacent areas, and protective systems prior to
and during the work shift. The inspection will consist of looking for evidence of a situation
that could result in possible cave-ins, indications of failure of protective systems, hazardous
atmospheres, or other hazardous conditions. The “competent person” must be on site at all
times that employees are in the excavation and shall have the authority to stop work if
hazardous conditions are detected.
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Site Set-Up

Review and confirm communications signals between machine operators and workers on

foot before work begins.

Use spotters or signal persons around operating equipment when necessary.

Avoid working near overhead power lines. If you must work near them, develop a plan to

avoid contact.

Do not permit hydraulic excavators or backhoes to be operated on grades steeper than

those specified by the manufacturer.

Make sure that workers position machinery at a safe distance from excavations such as

trenches.

Removed soil and other work material shall be stored at least two feet from the edge.

While the excavation is open, protect, support or remove underground installations as

necessary to safeguard employees.

When mobile equipment is operated adjacent to an excavation, or is required to approach

the edge of an excavation, and the operator does not have a clear view of the edge of the

excavation, a warning system shall be utilized such as barricades, hand or mechanical
signals, or stop logs.

While the excavation is open, protect, support or remove underground installations as

necessary to safeguard employees.

Adequate precautions have to be taken to protect employees against the hazards posed by

water accumulation. If water is controlled or prevented from accumulating by the use of

water removal equipment, the water removal equipment and operations shall be monitored
by a competent person to ensure proper operation.

Where the stability of adjoining buildings, walls, or other structures is endangered by

excavation operations, support systems such as shoring, bracing, or underpinning shall be

provided to ensure the stability of such structures for the protection of employees.

Excavation below the level of the base or footing of any foundation or retaining wall that

could be reasonably expected to pose a hazard to employees shall not be permitted except

when:

B A support system, such as underpinning, is provided to ensure the safety of employees
and the stability of the structure; or

P The excavation is in stable rock; or

P Aregistered professional engineer has approved the determination that the structure is
sufficiently removed from the excavation so as to be unaffected by the excavation
activity; or

P Aregistered professional engineer has approved the determination that such excavation
work will not pose a hazard to employees.

P Sidewalks, pavements and appurtenant structure shall not be undermined unless a
support system or another method of protection is provided to protect employees from
the possible collapse of such structures.

Adequate protection shall be provided to protect employees from loose rock or soil that

could pose a hazard by falling or rolling from an excavation face. Such protection shall

consist of scaling to remove loose material; installation of protective barricades at intervals
as necessary on the face to stop and contain falling material; or other means that provide
equivalent protection.

When excavation or trenches should be treated as a confined space due to a hazardous

atmosphere or limited egresses apply the following;

B If an oxygen deficiency (atmospheres containing less than 19.5 percent oxygen) or a
hazardous atmosphere exists or could reasonably be expected to exist, such as in
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excavations in areas where hazardous substances are stored nearby, the atmospheres in
the excavation shall be tested before employees enter excavations greater than 4 feet in
depth.

B Adequate precautions shall be taken to prevent employee exposure to atmospheres
containing less than 19.5 percent oxygen and other hazardous atmospheres. These
precautions include providing proper respiratory protection or ventilation.

B Adequate precaution shall be taken such as providing ventilation, to prevent employee
exposure to an atmosphere containing a concentration of a flammable gas in excess of
20 percent of the lower flammable limit of the gas.

P When controls are used that are intended to reduce the level of atmospheric
contaminants to acceptable levels, testing shall be conducted as often as necessary in
order to ensure that the atmosphere remains safe.

B When hazardous atmospheric conditions exist or may reasonably be expected to
develop, emergency rescue equipment, such as breathing apparatus, a safety harness
and line, or a basket stretcher, shall be readily available. This equipment shall be
attended when in use.

B Excavation greater than 4 feet deep (not in stable rock).

Bk An adequate exit (steps or ladder) must be provided every 25 feet if employees are
expected to enter.

B A test for hazardous gases or oxygen deficiency must be performed, if such conditions
are likely to exist.

B Excavation greater than 5 feet deep (not in stable rock).

B An adequate exit (steps or ladder) must be provided every 25 feet if employees are
expected to enter.

B A test for hazardous gases or oxygen deficiency must be performed, if such conditions
are likely to exist.

B Have an adequate means of protection (sloping, shoring, trench box, etc.)

Site Workers

Appropriate personal protective equipment must be used and properly maintained.
Employees must be outside the hydraulic excavator swing areas and clear of attachments
when using the machines for hoisting materials. Employees shall not work under loads being
handled by excavating or lifting equipment.

Employees shall be required to stand away from any vehicle being loaded or unloaded to
avoid being struck by any spillage or falling materials. Operators may remain in the cabs of
vehicles being loaded or unloaded when the vehicles are equipped with adequate
protection for the operator during loading and unloading operations.

Machine operators need to keep the bucket as close to the ground as possible when
workers are attaching loads for hoisting.

Prior to employees approaching the hydraulic excavator or backhoe loader on foot they
must signal the operator to shut down the machine and receive acknowledgment from the
operator.

Workers are not to ride in or work from excavator or backhoe loader buckets.

Employees entering bell-bottom pier holes, or other similar deep and confined footing
excavations, shall wear a harness with a lifeline securely attached to it. The lifeline shall be
separate from any line used to handle materials. When the life line is being used,

It shall be individually attended at all times.

Employees shall not work in excavations in which there is accumulated water, orin
excavations in which water is accumulating, unless adequate precautions have been taken
to protect employees against the hazards posed by water accumulation.
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ELECTRICAL MAINTENANCE OF MOVABLE BRIDGES

Potential Hazards

e Moving Traffic - Lifting - Parking - Toxic Materials - Electrical Shock - Slip, Trip and Fall

PPE

e Eye Protection - Hard Hat (If under overhead) - Approved Footwear - Safety Vest - Personal
Flotation Device - Body Harness/Lanyard

Safe Practices

e Perform a pre-job conference.

e Review Safe Operating Procedures for equipment and perform pre-operational checks.

e Determine the traffic control needs from the DOTD Maintenance Traffic Control Handbook.

e Parkin areas that provide safe entrance and exit of the work area.

e Use proper lifting techniques. Get help or use equipment if necessary.

o If employees are working 6 feet or more above a lower level, fall protection must be
provided by a guardrail system, a work positioning system and/or a fall arrest system
comprised of a body harness, lanyard and life line.

e Do not work over rails or bridge structures without being properly secured.

e Always wear hand and eye protection when servicing batteries.

e Have adequate lighting available when working at night.

e Use proper testing equipment and procedures.

e Use radios or two-way communication for electrical maintenance involving bridge
operation.

e Review Material Safety Data Sheets for all hazardous materials being used or expected to be
encountered.

e Keep bridge operators briefed at all times as to status of maintenance/trouble shooting.

e Use lockout and tagout controls before performing any maintenance or repairs on
machinery.

FENCE INSTALLATION/MAINTENANCE

Potential Hazards

e Moving Traffic - Moving Equipment - Slip, Trip and Fall - Sharp Wire Overcrowding of
Workers - Animals - Poisonous Plants/Snakes/Insects Splinters

PPE

e Safety Vest - Approved Footwear - Safety Glasses - Gloves - Hard Hat (If under overhead)

Safe Practices

e Perform a pre-job conference.

e Review Safe Operating Procedures for equipment being used and perform pre-operational
checks.

e Determine the traffic control needs from the DOTD Maintenance Traffic Control Handbook.

e Parkin areas that provide safe entrance and exit of the work area.

e Be aware of escape routes in case of emergency.

e Employees on foot must use extreme caution to stay clear of operating equipment.

e Allow ample space for each employee to work safely.

e Be aware of wire and posts that are under tension.

e Be onthe lookout for sharp or jagged edges and splinters when handling fence posts and
wire.

e Be aware of poisonous plants, insects, snakes, animals, and animal waste products.
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e Avoid walking and working under suspended loads. Wear hard hat when working around
equipment.

GUARDRAIL INSTALLATION/MAINTENANCE

Potential Hazards

e Moving Traffic - Overcrowding of Workers - Slip, Trip and Fall - Moving Equipment - Heavy
Materials - Lifting - Animals — Poisonous Plants/Snakes/Insects- Crushing - Cutting/Welding
Galvanized Materials

PPE

e Safety Vest - Approved Footwear - Safety Glasses - Gloves - Hard Hat (If under overhead) -
Respiratory Protection

Safe Practices

e Perform a pre-job conference.

e Review Safe Operating Procedures for equipment being used and perform pre-operational
checks.

e Determine and set up the traffic control needs from the DOTD Maintenance Traffic Control
Handbook.

e Parkin areas that provide safe entrance and exit of the work area.

e Employees on foot must use extreme caution to stay clear of operating equipment and
vehicular traffic. Be aware of escape routes in case of emergency.

e Have fire extinguishers available when welding/cutting.

e Do not use a welder or torch on guardrail without a proper respirator. Galvanized materials
contain zinc and will release poisonous gases.

e Be alert to sharp or jagged edges, burrs and splinters when handling guardrails and posts,
even more so if there has been damage.

e Be aware of tripping hazards.

e Allow space for each employee to work safely.

e Be aware of poisonous plants, insects, snakes, animals, and animal waste products.

e Use proper lifting techniques. Get help or use equipment if necessary.

e Be aware of crushing hazards and pinch points when fastening or handling guardrail. A pry
bar may be used to align holes.

e  Work from back side of guardrail when removing rail from posts.

HERBICIDE SPRAYING OPERATIONS

Potential Hazards

e Moving Traffic - High Pressure Hoses - Uneven Ground - Slip, Trip and Fall Restricted-Use -
Chemicals - Moving Equipment - Poisonous Plants Insects/Snakes Animals

PPE

e Safety Vest - Safety Goggles - Respiratory Protection - Face Shield - Eye Protection -
Impermeable Gloves and Boots - Hard Hat

Safe Practices

e Review Safe Operating Procedures for equipment being used and perform pre-operational
checks.

e Determine and set up the traffic control needs from the DOTD Maintenance Traffic Control
Handbook.

e The use of a follow vehicle with crash attenuator is recommended for high volume and/or
high-speed roadways.

e Parkin areas that provide safe entrance and exit of the work area.
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Wear all additional equipment required by chemical label and Department of Agriculture.
Follow instructions for applying or mixing chemicals.

Read product labels, Material Safety Data Sheets and pest control recommendations before
handling chemicals. The documents are required to be at the application site.

Make sure soap and water are available at work site.

Do not exceed recommended pressure. Check for wear and tear on hoses. Make sure that
the pressure regulator is working. Test pump and system and calibrate prior to adding
chemicals.

If on foot use extreme caution to stay clear of operating equipment.

Be aware of tripping hazards.

When operating spray trucks off roadway, be aware of hidden objects in grass and unstable
terrain.

Be aware of poisonous plants, insects, snakes, animals, and animal waste products.

Be aware of escape routes in case of emergency.

Before backing make sure area is clear and use a spotter when available.

INSPECTION OF EXISTING BRIDGES

Potential Hazards

PPE

Moving Traffic - Slip, Trip and Fall - Hazardous Materials — Parking - Utilities - Lifting -
Poisonous Plants/Insects/Snakes - Animals

Safety Vest - Safety Glasses - Body Harness/Lanyard - Personal Flotation Device - Hard Hat -
Approved Footwear

Safe Practices

Review Safe Operating Procedures for equipment being used and perform pre-operational
checks.

Determine and set up the traffic control needs from the DOTD Maintenance Traffic Control
Handbook.

Park in areas that provide safe entrance and exit of the work area.

Avoid walking and working under suspended loads.

Employees on foot must use extreme caution to stay clear of operating equipment.

Use proper lifting techniques. Get help or use equipment if necessary.

Be aware of escape routes in case of emergency.

e Be aware of tripping hazards.

e Be sure there is firm footing and sound bottom when in water.

e Allow space for each employee to work safely.

e Be aware of poisonous plants, insects, snakes, animals, and animal waste products.

e Be aware of protruding nails or spikes in decks and rails.

e Review Material Safety Data Sheets for all hazardous materials being used or expected to be
encountered.

e Review manufacturer’s recommended guidelines for proper use of ladder.

e Be aware of pinch points and crushing hazards

e If work is performed 6 feet or more above a lower level, fall protection must be provided by
a guardrail system, a work positioning system and/or a fall arrest system comprised of a
body harness, lanyard and life line.

PILE DRIVING

Potential Hazards

29





e Overhead Loads - Confined Spaces - Swinging Objects - Climbing - Lifting

e Rigging - Moving Equipment - Utilities - Crushing

PPE

e Approved Footwear - Hard Hat - Safety Vest - Safety Glasses/Safety Goggles Gloves - Hearing
Protection

Safe Practices

e Comply with Louisiana Underground Utilities and Facilities Damage Prevention Law. In order
to locate underground utilities or facilities call Louisiana One Call (Call 811 or 1-800-272-
3020 forty — eight hours before digging is scheduled. Marks are valid for 10 calendar days.
Allow an 18 inch tolerance zone.) No work shall be started until efforts have been made to
determine if underground utilities or facilities are located in the area.

e Perform a pre-job conference.

e Perform pre-operational checks on equipment.

e Determine and set up the traffic control needs from the DOTD Maintenance Traffic Control
Handbook.

e Park in areas that provide safe entrance and exit of the work area.

e Avoid walking and working under suspended loads.

e Employees on foot must use extreme caution in order to stay clear of operating equipment.
Establish eye contact with the operator before approaching equipment.

e Use proper lifting techniques. Get help or use equipment if necessary.

e Plan possible escape routes in case of emergency.

e Be aware of loose materials, tripping hazards and other obstructions.

e Allow space for each employee to work safely.

e locate utilities in and near work site prior to beginning work.

e Be aware of poisonous plants, insects and snakes.

e Keep walk spaces and work areas free from loose materials or tools.

e Review Material Safety Data Sheets for all hazardous materials being used or expected to be
encountered.

e Dispose of salvage materials properly.

e Use gloves, long sleeves and sunscreen when handling treated timber.

e Be aware of pinch points and crushing hazards.

e Employees should wash hands before eating, drinking or smoking.

e Only one person should be designated to communicate with the operator and shall review
signals prior to beginning work.

e If employees are working 6 feet or more above a lower level, fall protection must be
provided by a guardrail system, a work positioning system and/or a fall arrest system
comprised of a body harness, lanyard and life line.

PIPE/CULVERT MAINTENANCE

Potential Hazards

e Trench Collapse - Moving Equipment - Overhead Loads - Utilities - Lifting Confined Space -
Moving Traffic - Slip, Trip and Fall

PPE

e Approved Footwear - Safety Vest - Hard Hat DOTD (If under overhead)- Safety
Glasses/Safety Goggles Gloves

Safe Practices

e Perform a pre-job conference.

e Perform pre-operational checks on equipment.
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e Determine and set up the traffic control needs from the DOTD Maintenance Traffic Control
Handbook.

e Park in areas that provide safe entrance and exit of the work area.

e Rubber boots are recommended when working in wet ditches.

e Avoid walking and working under suspended loads.

e Employees on foot must use extreme caution to stay clear of operating equipment. Establish
eye contact with the operator before approaching equipment.

e Use proper lifting techniques. Get help or use equipment if necessary.

e Plan possible escape routes in case of emergency.

e Be aware of loose materials, excavation drop-off, tripping hazards and other obstructions.

e Allow space for each employee to work safely.

e Locate all utilities in and near work site prior to excavating.

e Be aware of poisonous plants, insects and snakes.

e Keep walk spaces and work areas free of loose materials or tools.

e Review Material Safety Data Sheets for all hazardous materials being used or expected to be
encountered.

e Be aware of pinch points and crushing hazards.

e Wash hands before eating, drinking or smoking.

RAISED PAVEMENT MARKER INSTALLATION/MAINTENANCE

Potential Hazards

e Moving Traffic - Heated Materials - Moving Equipment - Blowing Particles

PPE

e Approved Footwear - Safety Vest - Safety Glasses - Gloves

Safe Practices

e Perform a pre-job conference.

e Perform pre-operational checks on equipment.

e Determine and set up the traffic control needs from the DOTD Maintenance Traffic Control
Handbook.

e Park in areas that provide safe entrance and exit of the work area.

e Use caution when handling hot/flammable materials. Review Material Safety Data Sheets
for each material used.

e If possible avoid operation during peak traffic periods.

ROADSIDE EQUIPMENT REPAIR

Potential Hazards

e Crushing Injuries - Slip, Trip and Fall - Sharp Edges of Tools - Lifting Hazardous
Materials/Battery Acid - High Pressure - Hot Materials - Flammable Materials - Moving
Traffic - Wheel Rolling - Hoisting and Jacking - Exposure to moving equipment and/or
vehicular traffic

PPE

e Approved Footwear - Safety Vest - Bump Cap (If under overhead) - Safety Glasses/Goggles -
Gloves

Safe Practices

e When pulling off the road, parking off the road and pulling back onto the road, use safe
driving techniques.

e Use proper warning requirements for daylight or darkness when parked to work on vehicles
or equipment.
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Use proper lifting techniques. Get help or use equipment if necessary.

Use the proper tools for the job.

Make an effort to park in an area as far as possible from vehicular traffic.

Use jacks and hoisting equipment that are rated for the loads being lifted.

Use proper jacking and hoisting procedures.

Caution should be used in order to avoid hot surfaces, liquids and materials.

Use safety precautions when working with equipment subject to high pressure such as
radiators, tires and hydraulic systems.

Use caution to avoid exploding chemical injuries when working with or near batteries. Wear
eye protection.

Check on the stability of equipment being repaired and the service vehicle when stopped on
the road or off the road, particularly on uneven terrain.

Clean up gasoline, oils or detergents that possibly present fire or other safety hazards.

Have first aid kits and fire extinguishers readily available and in good condition.

Disable starting circuits when working around engines or other moving equipment parts.

If work area is exposed to moving equipment or vehicular traffic, the operator shall wear a
safety vest and hard hat.

JUMP STARTING BATTERY

Potential Hazards

PPE

Fire - Moving Traffic - Corrosive Acid - Electrical Shock - Eye Injury — Parking - Toxic Materials
- Explosive Gases - Slip, Trip and Fall

Safety Glasses/Goggles - Gloves

Safe Practices

Improper procedures or techniques may result in personal injury and/or damage to the
electrical system or computer components.
All vehicles must be in park/neutral with parking brakes applied.
DO NOT jump start the battery if it is distorted/deformed, cracked, leaking, or missing a
vent cap.
Safety glasses/goggles and gloves are required.
Never expose the battery to open flames or sparks.
When working at night, have adequate lighting available. Do not illuminate area with a
flame.
Avoid leaning over the battery whenever possible.
Be sure any batteries that have filler caps are properly filled with fluid.
If battery acid comes into contact with eyes or skin, flush immediately with water. Medical
attention may be necessary.
Both discharged and charged batteries must be of the same voltage.
Do not stand between the vehicle being jump started and the other vehicle providing the
jump.
Use proper procedure in accordance with the operator’s manual. If there are no special
instructions available, proceed as follows for negative grounded batteries:
Bk Make the jumper connections:

=  Always connect the black negative (-) cable first.

= Connect one end of the black jumper cable to the negative (-) terminal of the

booster battery and the opposite end to an engine bolt head or good metal contact
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on the vehicle to be started. Do not connect to the negative battery terminal of the
discharged battery.
= Connect one end of the red jumper cable to the positive (+) terminal of the booster
battery. Connect the opposite end to the positive (+) terminal of the discharged
battery.
= Check the cables to make sure they will not be in the way of moving parts when the
vehicle is started
=  Start the engine of the vehicle with the good battery and run it at a moderate
speed.
= Start the engine of the vehicle with the discharged battery.
= Remove all cables in reverse sequence. Begin by first removing the red positive (+)
cable first from the engine of the vehicle that had the discharged battery.
e Keep hands and equipment from all moving parts, belts, machinery, etc.
e If work area is exposed to moving equipment or vehicular traffic, the operator shall wear a
safety vest and hard hat.

ROADWAY INSPECTION

Potential Hazards

e Parking - Moving Equipment and/or Traffic - Slip, Trip and Fall - Open Excavations - Paving
Operations - Concrete - Material Safety Data Sheets/Cautions - Dust

PPE

e Approved Footwear - Safety Vest - Hard Hat (If under overhead) - Safety Glasses/Goggles -
Respiratory Protection

Safe Practices

e Check to ensure that signing and traffic control are in accordance with project traffic control
plans.

e Parkin areas that provide safe entrance and exit of the work area.

e Use proper eye wear when extracting concrete cylinders from molds at Material and Testing
labs.

e Employees on foot must use extreme caution to stay clear of operating equipment. Avoid
working in the blind spots of construction equipment. If inspections must be performed in
equipment blind spots, advise the equipment operator of your presence and stay alert to
your surroundings.

e Use proper lifting techniques. Get help if necessary.

e Be aware of tripping hazards.

e Be aware of guidelines for proper trenching and excavation. Do not enter areas
inadequately protected from cave-ins.

e Be aware of escape routes in case of emergency.

e Use caution when handling hot/flammable materials.

o If work area is exposed to moving equipment or vehicular traffic, the inspector shall wear a
safety vest and hard hat.

NUCLEAR GAUGE

Potential Hazards

e Lifting - Slip, Trip and Fall - Flying Particles - Crushing Injuries - Dust - Pinching Injuries -
Moving equipment

PPE

e Safety Glasses - Gloves - Safety Vest - Hard Hat (If under overhead)
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e Operators shall be certified to use the nuclear gauge.

e The gauge shall be used in accordance with the instruction book that accompanies the
gauge.

e The operator shall be monitored for exposure to radiation. The film badge, control badge or
other approved dosimeter shall be worn at all times during transportation or working with
the nuclear gauge.

e The user shall not permit untrained or unauthorized personnel to handle the nuclear
equipment.

e The user shall not allow untrained or unauthorized personnel near the equipment when it is
in use.

e The user shall not wear another person’s badge.

e Eye protection and gloves shall be worn when driving the pin for the direct transmission
rod.

e If work area is exposed to moving equipment or vehicular traffic, the operator shall wear a
safety vest and hard hat.

SIGN INSTALLATION/MAINTENANCE

Potential Hazards

e Moving Traffic - Slip, Trip and Fall - Lifting - Power Equipment - Overhead Objects - Sharp
Edges - Crushing Injuries - Flying Debris/Dust

PPE

e Approved Footwear - Safety Vest - Hard Hat — Gloves — Safety Glasses

Safe Practices

e Determine and set up the traffic control needs from the DOTD Maintenance Traffic Control
Handbook.

e Parkin areas that provide safe entrance and exit of the work areas.

e Use proper lifting techniques. Get help if necessary.

e Be aware of tripping hazards, uneven ground and other obstructions.

e Where evidence of underground utilities exists at the proposed sign location, have utilities
located prior to installing post.

e Wear gloves and safety goggles when driving posts.

e Use sledgehammer for driving only when posts are too short to drive with post driver.

e Follow manufacturer’s instructions and recommendations for safe use of powered auger
equipment.

e Hard hats shall be worn when working with overhead objects such as aerial equipment,
signs, etc.

o If work area is exposed to moving equipment or vehicular traffic, the employee shall wear a
safety vest and hard hat.

TRAFFIC SIGNAL INSTALLATION/MAINTENANCE

Potential Hazards

e Moving Traffic - Slip, Trip and Fall - Lifting Heavy Objects - Power Equipment - High Voltage
Power Lines - Overhead Objects

PPE

e Approved Footwear - Body Harness/Lanyard - Hard Hat (If under overhead) Gloves - Safety
Vest Safety Glasses

Safe Practices

e Perform pre-operational checks on equipment.
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e Use safety procedures when working around electrical lines and connections.

o No modification to lift equipment or safety switches shall be made that may diminish hazard
protection.

e Wear body harness, lanyard and hard hat when in bucket of truck.

e Riding in bucket while truck is in motion shall not be allowed.

e Determine the traffic control needs from the DOTD Maintenance Traffic Control Handbook.

e Insulated gloves shall be used when working near or on high voltage lines.

e Be aware of tripping hazards.

e Avoid walking and working under suspended loads. All ground personnel shall wear hard
hats while working under aerial devices that are in use.

o If the work area is exposed to moving equipment or vehicular traffic, the employee shall
wear a safety vest and hard hat.

CHAIN SAW OPERATION

Potential Hazards

e Flying Objects - Kickback - Hidden Objects - Noise - Poisonous Plants

PPE

e Safety Vest - Approved Footwear - Safety Glasses/Goggles/Face Shield/Gloves - Hearing
Protection - Chain Saw Chaps - Hard Hat

Safe Practices

e Operators shall be properly trained, capable and qualified prior to operating a chain saw.
Before starting, check controls, chain tension, bolts, and handles to ensure proper function
and adjustment.

e Operators shall be familiar with the operator’s manual and perform a pre-operational check
of equipment prior to use.

e All needed repairs shall be reported promptly to the supervisor. Equipment that is unsafe
shall not be used.

e Loose jewelry and chains shall not be worn. Snug fitting clothing is recommended. Chain
saw operators shall wear leg protection.

e The following precautions should be taken when handling fuel and refueling the power saw:

Gasoline shall be stored in an approved container.

No smoking allowed while handling fuel.

Always stop the engine prior to refueling the tank.

Avoid spilling fuel or oil. Spilled fuel should always be cleaned up immediately.

The fuel tank cap must not be removed when engine is running.

The chain saw should be at least 10 feet from the refueling location before starting the

engine.

» Keep the handles dry, clean and free from oil and fuel mixtures.

e Before you start the engine, make sure the chain or blade is clear of obstructions.

e The chain saw should not be started until you are at the location where you intend to cut.
Start the saw on the ground or on another firm support with the brake engaged.

e Do not begin cutting until you have a clear work area and secure footing. Plan where the
object will fall. Ensure that the fall area is free of hazards. Avoid an object falling on other
objects. Ensure that a clear retreat path is provided. Look for nails, spikes, or other metal
objects before cutting.

e Always hold the power saw firmly with both hands when the engine is running.

e Shut off or engage chain saw brake when carrying a saw more than 50 feet or when crossing
hazardous terrain.

e Shut off the engine prior to putting down the saw.
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e Look for utility lines before cutting with saw.
e Employees exposed to traffic or moving equipment may be required to wear a safety vest as
determined after an assessment performed by the supervisor.

TREE CUTTING

Potential Hazards

e  Utility Lines - Wind - Dead Limbs/Hollow Spots - Poisonous Plants - Insects Snakes - Animals -
Slip, Trip and Fall - Saw Kickbacks - Spring Pole Limbs - Noise

PPE

e Protective Footwear - Hearing Protection - Chain Saw Chaps - Face Shield - Gloves - Hard Hat
- Safety Glasses/Goggles - Safety Vest

Safe Practices

e Perform a pre-job conference.

e Supervisors will ensure that the employee has received training on chain saw operation
prior to allowing a tree cutting operation to proceed.

e Chain saw chaps, hard hat, eye and/or face protection, hearing protection and approved
footwear are required when using a chain saw.

e Be aware of poisonous plants, insects, snakes, animals, and animal waste products and
carcasses.

e The following shall be considered before felling any tree:

The shape of the tree.

Which way the tree is leaning.

Wind force and direction.

Are decay, hollowing or other weak spots present?

The location of overhead utilities.

The location of other workers and equipment.

Extra stress exerted on the tree from ice, vines, etc.

Traffic, parked vehicles or other employees in the area that may be in danger when the

tree falls.

e The work area should be cleared and an escape route planned prior to any cutting.

e All workers that are not involved in the operation should keep clear of the work area.

e Chain saws shall be started on the ground. Drop starting of chain saws is strictly prohibited.

e A notch or backcut should be used in felling trees if they are over ten inches measured at
belt height.

e Trees shall not be felled by ripping or slicing cuts. Prior to making a backcut, the direction of
fall shall be re-evaluated.

e The depth or penetration of the notch should be about one-third the diameter of the tree.

e The opening or height of the notch should be about 2 1/2 inches for each foot of the tree’s
diameter.

e In order to prevent kickback, the backcut shall be made higher than the point of the notch.

e Give an audible warning when the tree is ready to fall. Shut off saw before retreat.

e When there is danger from a tree falling in the wrong direction, wedges, block and tackles,
rope or wire cable shall be used. Wire cable should never be used when there are electrical
hazards present.

e Remove limbs from trees to a height and width sufficient enough to allow the tree to fall
clear of any wires and/or other objects present in the area.

e Use caution if trees are rotten, split, hollow or frozen. Trees with these conditions may fall in
an unexpected direction even though the cut is made on the proper side.

e Stand clear of the butt of the tree when it starts to fall.
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e Multiple chain saw operators cutting on the same felled tree should be avoided.

e Be aware of others working in the area. Limbs often roll/move during cutting and removal.

e Employees exposed to traffic or moving equipment may be required to wear a safety vest as
determined after an assessment performed by the supervisor.

INVESTIGATIONS

Potential Hazards

e Traffic - Hazardous Materials - Overhead Loads - Fire and Explosion - Diseases or Blood
Contamination

PPE

e Approved Footwear - Safety Glasses - Gloves - Hard Hat (If under overhead) Safety Vest

Safe Practices

e Be observant, check traffic and location before stopping vehicle. Use emergency lights when
necessary.

e Parkin areas that provide safe entrance and exit.

e Safety vest and cap/hard hat shall be worn when conducting an inspection adjacent to the
travel portion of the road or where moving vehicles or equipment are a threat.

e Policies regarding radioactive materials and nuclear devices, toxic chemical spills and/or
rupture of natural gas pipelines should be strictly followed.

e Use caution when walking at the scene of a motor vehicle accident or in salvage yards. Be
aware of slip, trip and foot puncture hazards.

e Properly block or support vehicles before working underneath.

e Use a 3-point mount and dismount when climbing on or off vehicles.

e Use proper lifting techniques if objects need to be moved.

e Beware of poisonous plants, snakes and insects, as well as vicious animals.

LAWN MOWING (RIDING MOWER)

Potential Hazards

e Flying Objects - Steep Terrain - Roll Over — Noise - Traffic

PPE

o Safety Glasses - Hearing Protection - Safety Vest - Approved Footwear

Safe Practices

e Operators shall perform a check of their equipment prior to starting. Be familiar with the
operator’s manual.

e Make sure seat is properly adjusted and secured to machine.

e Report all needed repairs promptly. Do not use any equipment that is unsafe.

e If mowing area is exposed to moving equipment or vehicular traffic, the operator shall wear
a safety vest and hard hat.

e Check area. Clear rocks and debris prior to mowing.

e Due to potential flying objects, clear all persons from mowing area. Ensure that no person or
animal is endangered when operating the equipment.

e Be observant when mowing. Avoid entangling blades in wires, ropes, or cables.

e Do not carry passengers on mower.

Use mower only for the purpose for which it was designed for.

Use care while operating over uneven terrain.

Do not dismount machine while in motion. Wait until it is fully stopped.

Disengage mower when not cutting.

o Keep feet and hands clear of mower blades at all times.
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e Do not refuel a running or hot engine.

e Do not modify or remove guards that are in place by the manufacturer.

e Stay off slopes too steep for safe operation.

e Do not attempt to start or operate the machine except from the operator’s station.

WALK-BEHIND MOWER

Potential Hazards

e Noise - Flying Debris/Objects - Steep Terrain - Rotating Blades - Traffic

PPE

e Safety Glasses - Hearing Protection - Safety Vest - Approved Footwear

Safe Practices

e Operators shall perform a check of their equipment prior to starting. Be familiar with the
operator’s manual.

e Report all needed repairs promptly. Do not use any equipment that is unsafe.

e Before mowing, inspect and clear the area of debris that may be thrown from the mower.

e Due to the potential for flying objects/debris, clear all persons from mowing area. Ensure
that no person or animal is endangered when operating the equipment.

e Maintain a proper balance and secure footing when starting the mower.

e Avoid mowing in wet conditions due to lack of traction.

e Keep clear of rotating blades.

e Operate at a speed slow enough to keep control over unexpected hazards.

e Mow in a forward direction.

e When mowing on a slope, mow across the slope — this maintains a better distance between
the operator and the mower in case of a slip.

e Do not leave the machine running unattended.

e Before adjusting or clearing grass clogs shut off the mower, remove spark plug lead and
allow it to come to a complete standstill.

e Allow the mower to cool prior to refueling. Use only approved safety containers to store
fuel.

e If mowing area is exposed to moving equipment or vehicular traffic, the operator shall wear
a safety vest and hard hat.

LINE TRIMMER

Potential Hazards

e Noise - Flying Debris - Rotating Line - Traffic - Steep Terrain

PPE

e Safety Vest - Hard Hat (If under overhead) - Approved Footwear - Safety Glasses - Hearing
Protection

Safe Practices

e Operators shall perform a check of their equipment prior to starting. Be familiar with the
operator’s manual.

e Report all needed repairs promptly. Do not use any equipment that is unsafe.

e Due to the potential for flying objects/debris, clear all persons from mowing area. Ensure
that no person or animal is endangered when operating the equipment.

e Adjust the handle(s) to a position for comfort and good balance.

e Start the machine in a clear area so the line or blade cannot contact the ground or any other
obstruction.
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e Face the muffler side of the engine away from your body to avoid burns.

e Maintain footing and balance at all times. Do not work on slippery, uneven or unstable
surfaces.

e Keep both hands on the control handles. Do not operate one-handed.

e Do not raise the line or blade head above knee height.

e After shutting down the engine, keep fingers and feet away from the cutting line until all
rotation stops.

e Use extreme caution when refueling to avoid igniting fuel on hot exhaust or engine.

e If work area is exposed to moving equipment or vehicular traffic, the operator shall wear a
safety vest and hard hat.

SURVEY WORK (WORKING IN TRAFFIC)

Potential Hazards

e Moving Traffic - Flying Debris - Lifting - Slip, Trip and Fall

PPE

e Safety Vest - Hard Hat (If under overhead) - Approved Footwear - Safety Glasses

Safe Practices

e Place advance warning signs as required by MUTCD

e Use flashing lights on vehicles to let motorists know that employees are working in the area.

e Face traffic when working on the traveled way of a divided road or on shoulders of
highways. If this is not possible, have a co-worker act as a lookout. When working in a zone
between two-way traffic, stand parallel to the traveled way and again use a lookout.

e Do not make movements that might confuse a motorist and cause him or her to take
evasive action that could result in injury to the motorist as well as to surveyors.

e Avoid interrupting traffic as much as possible. One of the ways to accomplish this is to use
offset lines as much as possible. This procedure should keep workers safe from oncoming
traffic.

e Do not try to walk or run across traffic lanes. Minimize the crossing of traffic lanes on high-
speed/heavily traveled highways. On highways with wide shoulders and medians the best
way to cross is in the work vehicle. If necessary go around by way of a ramp or service road
to assure a safe crossing. If traffic lanes must be crossed on foot, wait for the lanes of traffic
to adequately clear.

e If possible place a truck mounted attenuator between employees and traffic in order to
shield crew from traffic.

e Use proper lifting and equipment carrying procedures.

e When working near a heavily traveled highway, or when working parallel to traffic, be
careful to keep level rods, range poles, etc., from extending into a lane of traffic.

e Avoid working on wet pavement in an active traffic area, except for the emergency survey of
a danger area which poses grave hazards to the public. Request police assistance if
necessary for the safety of surveyors and the public.

SURVEY WORK (WORKING IN VEGETATED AREAS)

Potential Hazards

e Hunters - Flying Debris - Lifting - Slip, Trip and Fall - Cuts - Animal Hazards Snake Bites -
Insect Stings - Poisonous Plants - Weather

PPE

e Safety Vest - Hard Hat (If under overhead) - Approved Footwear - Safety Glasses - Gloves

Safe Practices
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e Use proper lifting techniques. Ask for assistance if needed.

e Stay observant of surroundings in order to avoid possible hazards.

e Properly use tools required for clearing area of brush or trees. Employees clearing land
should be placed no closer than ten (10) feet intervals.

e Use gates to cross fences whenever possible. If this is not possible do not attempt to carry
anything when climbing on or over a fence.

e Assume that all animals are dangerous. Do not approach, attempt to capture, kill or pet
either domesticated or wild creatures (including snakes and other reptiles). Do not enter an
enclosure with high fences if a dangerous animal is within (bulls, stallions and guard dogs).

e Always assume snakes are active. Do not relax vigil on sunny winter days. Do not try to kill a
snake unless it is a positive threat to safety.

e Poison ivy, poison oak and poison sumac can cause skin irritation. Learn to recognize these
plants in order to avoid them. If exposed to a poisonous plant, wash the affected area of
your body promptly and thoroughly with water and soap.

e If an electrical storm approaches, discontinue working and seek shelter. Do not use any
metal objects, such as chains, transits, levels, range poles or Philadelphia rods during an
electrical storm.

MARINE OPERATIONS

NAVIGATIONAL LIGHTING (ELECTRICAL MAINTENANCE)

Potential Hazards

e Moving Traffic - Parking - Toxic Materials - Electrical Shock - Slip, Trip and Fall

PPE

e Safety Glasses/Goggles - Hard Hat (If under overhead) - Approved Footwear Gloves - Safety
Vest - Personal Flotation Device - Body Harness/Lanyard

Safe Practices

e Perform a pre-job conference.

e Review Safe Operating Procedures for equipment being used and perform pre-operational
checks.

e Determine the traffic control needs from the DOTD Maintenance Traffic Control Handbook.

e Parkin areas that provide safe entrance/exit of the work area.

e Wear a personal flotation device when working over water where the potential for
drowning exists.

e Wear safety vest and hard hat if exposed to moving equipment or vehicular traffic.

e Use proper lifting techniques. Get help or use equipment if necessary.

o Perform work while facing traffic whenever possible.

e Do not work over rails or bridge structures without being properly secured.

e When servicing batteries, always wear hand and eye protection.

e When working at night, have adequate lighting available.

e Use proper testing equipment and procedures.

e If employees are working 6 feet or more above a lower level, fall protection must be
provided by a guardrail system, a work positioning system and/or a fall arrest system
comprised of a body harness, lanyard and life line.

FENDER SYSTEM MAINTENANCE

Potential Hazards
e  Water Traffic - Climbing - Drowning - Slip, Trip and Fall - Crushing - Flying Debris
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PPE

e Safety Vest - Approved Footwear - Safety Glasses - Hard Hat (If under overhead) - Gloves -
Personal Flotation Device

Safe Practices

e Avoid walking and working under suspended loads.

e Use extreme caution to stay clear of operating equipment.

e Use proper lifting techniques. Get help if necessary.

e Be aware of possible escape routes in case of emergency.

o Look out for loose materials, tripping hazards and other obstructions.

e Be aware of other employees in the work area.

e Itis a good practice to wear long sleeve shirts, gloves and sun screen when handling treated
lumber.

e Look out for protruding nails or spikes in decks and rails.

e Maintain walk spaces and work areas free from loose materials or tools.

e Review Material Safety Data Sheets for hazardous materials being utilized or expected to be
encountered.

e Dispose of waste and salvage materials properly.

e Be aware of pinch points and crushing hazards.

e Wash hands before eating, drinking or smoking.

e Do not leave tools or materials in areas where vibration or wave action could cause them to
fall.

e Maintain communication between employees.

e All electrical tools shall be properly grounded and insulated.

e Wear a personal flotation device when working over water and the potential for drowning
exists.

e Wear safety vest and DOTD or hard hat if exposed to moving equipment or vehicular traffic.

FERRY ENGINEERING

Potential Hazards

e Noise - Pressurized Systems - Slip, Trip and Fall - Electrical Shock - Hot Surfaces — Fire -
Moving Machinery Parts - Confined Spaces - Unsecured Objects - Drowning

PPE

e Approved Footwear - Safety Glasses/Goggles - Hearing Protection - Gloves Personal
Flotation Device

Safe Practices

e Wear eye protection when working on batteries. Wear hearing protection in designated
areas. Wear a Personal Flotation Device when working in areas where slips, trips, or falls
would likely result in falling overboard.

e Be aware of loose objects, slippery decks, tripping hazards, uneven deck, “head bangers”
and other obstructions.

e Always use handrails when going up or down ladders.

e Proper lifting techniques shall be used. Get help if necessary.

e Confined spaces must be well ventilated prior to entry and checked by a certified competent
person. Never enter a permitted confined space without a standby observer. Implement the
DOTD Confined Space Safety Program.

e Doors should be securely closed or hooked in the opened position.

e Ensure shore connections are de-energized before connecting shore power.

e Provide adequate ventilation while cleaning with chemicals or painting.
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e Stand on rubber padding when working around switch boxes or electrical panels.

e Stay alert for falling or shifting objects during heavy weather conditions.

e Check pressurized piping, hoses, tanks, steering systems, etc., for unsafe conditions prior to
work. De-energize, de-pressurize and/or exercise systems prior to repair. If in doubt, consult
supervisor.

e Know the locations of fire extinguishers, alarm and hose. Check routinely to make sure they
are working properly.

e Follow good housekeeping practices in order to reduce the risk of fires.

e Read product labels and/or Material Safety Data Sheets before handling chemicals.

e Hazardous materials should be properly stored and must be in accordance with
manufacturer’s guidelines found in the Material Safety Data Sheets.

FERRY FIELD MAINTENANCE

Potential Hazards

e Moving Machinery Parts - Slip, Trip and Fall - Sharp Edged Tools - Fire - Hot Surfaces - Noise -
Pressurized Systems - Confined Spaces - Electrical Shock

Drowning

PPE

e Approved Footwear - Safety Glasses/Goggles - Hearing Protection - Personal Flotation
Device - Gloves

Safe Practices

e Wear hearing protection in designated areas.

e Proper lifting techniques shall be used. Get help if necessary.

e Confined spaces must be well ventilated prior to entry and checked by a certified competent
person. Never enter a permitted confined space without a standby observer. Implement the
DOTD Confined Space Safety Program.

e Be aware of loose objects, slippery decks, tripping hazards, uneven deck, “head bangers”
and other obstructions.

e Use handrails when going up or down ladders.

e Stand on rubber padding when working around switch boxes and electrical panels.

e Equipment (welders, forklifts, boom truck, etc.) shall be operated in a safe manner as
established in applicable training programs, SOCL and manufacturer’s guidelines.

e Do not bypass or alter the pressure reducing system when using compressed air for cleaning

e Use the right tool for the job. Replace worn or broken tools.

e Read product labels and/or Material Safety Data Sheets before handling chemicals.
Hazardous materials should be properly stored and must be in accordance with Material
Safety Data Sheets’ guidelines.

e Know the location of fire extinguishers, alarm and hoses. Check routinely to make sure they
are working properly.

e Follow good housekeeping practices to reduce the risk of fires.

e Use only approved cleaning materials with adequate ventilation while cleaning parts.

e Check pressurized piping, hoses, tanks, steering systems, etc., for unsafe conditions prior to
work. De-energize, de-pressurize and/or exercise systems prior to repair.

FERRY OPERATIONS

Potential Hazards

e Slip, Trip and Fall - Adverse Weather - Drowning - Confined Spaces - Fire Mooring Lines -
Moving Traffic - Unsecured Objects - Hearing
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PPE

Approved Footwear - Safety Glasses/Goggles - Hearing Protection - Personal Flotation
Device - Gloves - Foul Weather Gear

Safe Practices

Wear hearing protection in designated areas. Wear Personal Flotation Devices when
working in areas where slips, trips, or falls would likely result in falling overboard. Wear
protective gloves when handling cable.

Be aware of loose objects, slippery decks, tripping hazards, uneven deck, “head bangers”
and other obstructions. Use handrails when going up or down ladders.

Use proper lifting techniques. Get help if necessary.

Confined spaces must be well ventilated prior to entry. Never enter a permitted confined
space without a standby observer. Implement the DOTD Confined Space Safety Program.
Never stand in the bight of a line. Stand well clear of mooring lines which are under heavy
stress.

Never stand in a position where you can be injured by moving vehicles. Be on the alert for
inattentive drivers.

Doors should be securely closed or hooked in the opened position.

Provide proper ventilation when painting or when cleaning with chemicals. Review Material
Safety Data sheets for hazardous materials being utilized.

Be alert for falling or shifting objects during heavy weather conditions.

Know the locations of fire extinguishers, alarm and hoses. Check routinely to make sure they
are working properly.

Follow good housekeeping practices to reduce the risk of fires.

LAB

AGGREGATE GRADATIONS

Potential Hazards

PPE

Lifting - Hot Materials - Noise - Cuts - Crushing Injuries - Dust - Slip, Trip and Fall

Approved Footwear - Hearing Protection - Safety Glasses/Goggles - Gloves

Safe Practices

Use proper lifting techniques. Get assistance if needed.

Be alert for possible sharp edges when removing trays from Gilson shaker.

Due to hot surfaces use caution when placing samples in or removing samples from oven.
When removing samples from oven, wear heat-resistant gloves.

Use adequate ventilation.

Be observant of possible loose objects or aggregate on the floor.

BITUMINOUS TESTING

Potential Hazards

Lifting - Fumes - Cuts - Hot Materials - Splashes - Slip, Trip and Fall

Burns - Crushing Injuries

PPE

Approved Footwear - Safety Glasses/Goggles - Gloves - Lab coat

Safe Practices

Use proper lifting techniques.

43





e Wear heat-resistant gloves when handling hot materials.

e Be aware of hot surfaces when placing samples in and removing samples from oven.

e Use tongs to handle hot crucibles in ash correction.

e  Wear rubber gloves when pouring solvents, placing specimens in hot water or agitating Ash
Correction samples.

e Use proper eye and/or face protection when pouring materials, mixing ingredients, agitating
samples and around the Abson Recovery distillation apparatus.

e Maintain proper temperature per AASHTO test procedure for Abson Recovery.

o Use adequate ventilation when pouring, evaporating and burning Ash Correction samples
and in all distillation or extraction areas.

e Always secure lids before agitating Ash Correction sample.

e Before using any ignition device, check to see that gas is off.

e Be alert for moving parts of equipment that could injure hands.

e Keep a dry floor surface in area of gravity apparatus.

e Prior to moving any TRICO barrels, check to see that all openings are closed.

e Observe all Still Operating Procedures.

e Wear film badge when working with nuclear asphalt content gauge.

e Review Material Safety Data Sheets for TRICO, Asphalt Cement, etc.

CHEMICAL TESTING

Potential Hazards

e  Cuts - Fumes - Flying Particles - Chemical Burns - Crushing Injuries - Splashing Chemicals -
Hot Materials - Puncture Injuries - Chemical Reactions - Poisoning X-Ray Exposure - Lifting

PPE

e Safety Glasses - Face Shield - Lab Coat - Gloves - Approved Footwear - Rubber Apron - Splash
Goggles - Respirator

Safe Practices

e Use proper lifting techniques.

e Wear proper footwear and protective clothing.

e Wear gloves when working with asphalt, cutting with knives or when cutting wires and other
metal articles.

e Shield ends of wires and rods to prevent them from being propelled across the room when
cut.

e When using knives, cut away from body. When breaking glass rods or tubing, hold with rags
or use gloves and break away from body.

o Wear heat-resistant gloves when placing samples in and removing samples from oven.

e Wear solvent-proof gloves when cleaning apparatus with solvent.

e Wear eye protection when boiling samples on hot plates, opening muffle furnace and ovens,
cutting wires and other metal articles, pressing pellets, or cutting glass rods and in
designated areas.

e Use adequate ventilation when using solvents.

o Keep flammable solvents away from open flames and electric sparks.

e Be sure knives and cutters are sharp and in good condition. Check all glassware for cracks
and chips and discard damaged glassware.

e When pressing pellets, check press for leaks in hydraulic system and be sure items being
pressed are set flush under press.

e  When distilling liquid samples in glass stills, be sure shield is around still and lids are in place
over shield.
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e When running impact test on pipe coating, be sure fingers are clear of impact hammer.

e When using instruments, be sure cylinders of compressed gas are properly secured, check
fittings for gas leaks, do not use lubricant on fittings, be sure burner heads are safely
secured and have cooled before handling, and be aware of sharp needles when injecting GC
samples.

e When using autoclave, do not overfill and be sure temperature is down to safe level. Open

carefully, being aware of escaping steam.

When saybolt tubes are being cleaned with solvent, be sure to keep lids on tubes.

Wear film badges when working with x-ray equipment.

Do not leave unattended beakers on hot plates or burners.

Be familiar with the Material Safety Data Sheets for reagent or solvent in use.

e Transport jugs of reagents in appropriate rubber containers.

e Know location of safety showers and eye wash.

e Be sure all reagents are properly labeled. If a bottle is relabeled, old label should be
completely removed before adding new one. Do not try to identify unknown chemicals by
smelling or tasting.

e Check reagents for dates and properly dispose of outdated chemicals.

e Do not mouth pipette liquids.

e Do not eat or drink in designated working areas.

e Before operating instruments and equipment, verify that safety shields and guards are in
place and effectively operating.

PHYSICAL TESTING

Potential Hazards

e Lifting - Flying Objects - Fumes - Slip, Trip and Fall - Pinching Injuries - Dust Cuts - Noise -
Chemical Burns - Crushing Injuries - Burns - UV Light

PPE

e Approved Footwear - Respirator - Safety Glasses - Hearing Protection - Gloves

e Hard Hat (If necessary)

Safe Practices

e Use proper lifting techniques. Ask for assistance if necessary.

e Wear proper footwear and other personal protective equipment as required.

e Wear eye protection when sawing pipe, drilling cylinders for calcium nitrite, spraying curing
compound, mixing mortar, testing cubes, using bolt cutter and during L.A. machine
operations.

o Keep body parts and clothing clear of moving parts of equipment.

e Wear hearing protection when drilling cylinders for calcium nitrite, charging or discharging
L.S. machine or in L.A. room with L.A. machine in operation.

e Be sure that protective shield is in place when performing compression tests and tensile
tests. Stand clear of machine during test.

e Be sure ladder is secure before climbing and do not lean over rails.

e Stay alert for sharp ends and edges of samples and sign panels.

e Keep fingers and hands clear of cutting edge of bolt cutter and knife-edges of rubber slicer.

e Be aware of potential falls and trips while performing rotational capacity tests on bolts.
Sudden breakage of bolts may occur.

e Avoid slips and falls from wet floor caused by dripping water from blocks, bricks and stone
during absorption test.
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e Do not open weatherometer while it is in operation due to possible exposure to high
temperature, acid-water spray and ultraviolet light.

e Wear heat-resistant gloves when placing samples in and removing samples from ovens and
curing cabinet and when handling hot samples.

e  Wear chemical-resistant gloves when immersing and retrieving samples in sodium sulfate
solution and handling glassware exposed to acid.

e Wear rubber gloves when handling cement, lime, mortar, grout, epoxy, fly ash, slag and
rapid repair materials.

e Wear dust mask when splitting, pouring or scooping dry cementitious and other fine
materials and during L.A. machine operations.

e Use exhaust fan when mixing mortar.

e Use respirator when spraying curing compound and when exposed to acid cleaning
solutions.

e Read warning labels on all commercial grouts, rapid repair materials and epoxies. Take
appropriate precautions to avoid toxic fumes, corrosive materials and other hazards.

PREPARING SAMPLES FOR PHYSICAL TESTING

Potential Hazards

e Lifting - Slip, Trip and Fall - Crushing Injuries - Cuts - Noise - Electrical Shock

e Flying Particles - Dust - Toxic Fumes - Splashing Molten Sulfur

PPE

e Approved Footwear - Safety Glasses/Face Shield - Lab coat - Disposable coveralls - Hearing
Protection

Safe Practices

e Use proper lifting techniques. Ask for assistance if needed.

e Wear proper footwear and other personal protective equipment.

e Wear eye protection when sawing, chiseling, breaking bricks or using mechanical splitter.

e Wear face shield and gloves when capping with molten sulfur.

e Wear hearing protection and ensure adequate ventilation when sawing.

e Be aware of crushing hazards.

e Utilize blade guard and shield on saws.

e Utilize exhaust fan when capping with molten sulfur.

e Keep body parts and clothing clear of circular saw.

e Do not attempt to manually support loads to be sawed.

e  Wear rubber suit when sawing cores or cylinders.

e Stand on rubber mat when saw is in operation.

e Maintain dry floor surface in area of bituminous core gravity apparatus.

e Wait until fog clears before entering moist room.

e Use caution when walking on wet floor of moist room.

e Balance all cylinders and cores securely on pushcart and in stacks. Do not stack more than
two high.

RECEIVING SAMPLES

Potential Hazards

e Lifting - Cuts - Spillage - Dropping Objects - Slip, Trip and Fall - Flying Particles
PPE

e Approved Footwear - Safety Glasses - Gloves

Safe Practices

46





Use proper lifting techniques and obtain assistance if necessary.

Check metal ties on bags for exposed ends and remove ties carefully.

Check containers for loose lids and caps. Check bags for torn places that might rupture.
Check samples for sharp points or edges, such as barbed wire points and slivers on
reinforcing bars.

Wear appropriate personal protection equipment consistent with the hazard, such as
approved footwear, safety gloves and safety glasses.

Be aware of loose objects, loose aggregate, uneven floor and other environmental hazards.

SOILS TESTING

Potential Hazards

PPE

Lifting - Cuts - Compressed Air - Burns - Slip, Trip and Fall - Pressurized Hoses
Flying Particles - Crushing Injuries - Hot Materials - Dust - Noise - Pinching Injuries

Approved Footwear - Hearing Protection - Safety Glasses - Gloves - Respirator

Safe Practices

Use proper lifting techniques.

Wear proper footwear and other personal protective equipment.

Wear safety glasses when using compressed air and do not place compressed air nozzle
against skin.

Gloves, dust masks and hearing protection are to be used when hazard warrants.

Be aware of hot surfaces when placing samples in and removing from oven.

Wear heat-resistant gloves when handling hot materials.

Use tongs when removing samples from oven.

Be aware of the crushing hazards from dropping materials.

Be alert for moving parts of equipment that could injure hands.

Use safety latch on compactor when placing mold on or removing mold from compactor.
Grasp molds and tri-axial cells with both hands while moving items.

Hold rammer approximately two inches below top of cylinder casing while pulling hammer
with other hand.

Unplug mixer before changing blade.

Be sure to allow enough clearance when placing glass cylinders in water bath, and when
removing them from water bath, so the cylinder does not hit the edge of the water bath and
break.

Be aware of loose objects or aggregate on floor.

Maintain a dry floor surface in the soil mechanics section.

Stack bags of material on cart in a balanced and secured pattern.

Be alert to possible splinters from shelves when placing or removing samples on shelves in
drying room.
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Dear Employee;

This agency loss control plan is designed to comply with the spirit
and letter of 1.6.4 NMAC, the State Loss Prevention and Control
Plan. This plan applies to all New Mexico Department of
Transportation (NMDOT) locations, contractors and staff at all
levels without regard to position. It is important to note this plan
represents the minimum effort NMDOT makes toward employee
safety, loss prevention and loss control. This Loss Control Plan
shall be considered a living document. As such, this Plan and
related documents or publications are subject to revision by
NMDOT Loss Control Coordinators and Risk Management
personnel on a constant basis as information is reviewed and
updated.

As the designated agency Loss Control Coordinators, Risk
Management personnel has the authority to cross all organizational
lines to implement and ensure the effectiveness of this plan.

| expect that all employees will do their part to make NMDOT a
safe and secure work environment. This will be accomplished by
protecting the investment taxpayers have made in their

transportation system as well as our most valuable asset, you.

Sincerely,

Tom Church
Cabinet Secretary
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LOSS CONTROL COORDINATORS (1.6.4.9 NMAC)

The New Mexico Department of Transportation (NMDOT) loss control
coordinator (or co-coordinators) is designated by the Cabinet Secretary and
shall be assigned to the Risk Management Bureau of the General Office.

. The agency loss control coordinator(s) shall have the authority to cross

organizational lines to implement 1.6.4 NMAC, this agency loss control plan,
and related NMDOT Administrative Directives.

The agency loss control coordinator(s) (or designee) shall ensure the District
offices are adhering to this plan by:
I.  Analyzing each District’s loss record on a quarterly basis to identify
trends;
ii.  Based on the analysis, make recommendations to improve/correct the
identified areas of opportunity.

. The agency loss control coordinator(s) will ensure the General Services

Department (GSD), Risk Management Division (RMD) is provided with
information regarding NMDOTS’ loss control program, efforts, and statistics.
The agency loss control coordinator will serve as the primary liaison between
the NMDOT and the GSD/RMD.

Each District Risk Management Supervisor is designated as their division’s
loss control coordinator. For the purpose of 1.6.4 NMAC, the Districts are
considered NMDOT “divisions.”

The agency and division loss control coordinators are charged with
implementing this loss control plan at their respective location and
contributing to its’ overall success.

LOSS CONTROL COMMITTEE (16.4.10)

The NMDOT Loss Control Committee (LCC) is established by section
1.6.4.10 of the State Loss Control Plan, and as directed by the Cabinet
Secretary.

. The LCC shall meet on a quarterly basis. Meetings shall be attended by the

agency and division loss control coordinators or their designees. All divisions
shall have representation at quarterly meetings. General Office and Division
Executive Staff are encouraged to attend quarterly loss control meetings.
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c. Quarterly and annual loss data shall be reviewed at quarterly loss control
meetings. This information shall be used to make recommendations in order
to drive action, to improve employee health and safety, public safety, facility
and equipment safety and security.

d. Additional meetings may be called at the direction of the agency loss control
coordinator(s), or the majority of the committee members.

e. Written minutes of the meetings shall be forwarded to the state Loss Control
and Prevention Bureau (RMD/GSD) by the agency loss control coordinator(s)
within (30) days following the end of the meeting.

f. The agency loss control coordinator(s) shall ensure the convening authority
remains informed of the following topics: current agency loss statistics, topics
of the LCC committee meeting, problems identified, discussions, and
recommended or directed solutions. Responses from the convening authority
shall be relayed to the LCC as “old business” at the next LCC meeting.

g. The LCC has the authority to establish subcommittees as required which are
consistent with the mission of reducing losses to the department and
improving employee and public safety.

h. Loss control coordinators will determine the “Chargeable/Non-Chargeable”
status of all crashes involving NMDOT vehicles for their assigned areas. The
criteria for classification of Chargeable/Non-Chargeable is as follows:

I. A vehicle crash may be classified as Non-Chargeable if the
employee(s) involved in vehicle crash are :

not at fault;

not cited by law enforcement;

holds a current and valid NM driver’s license;

holds a current DDC certification;

not in violation of 1.5.3 NMAC or NMDOT Administrative

Directives.

ii.  Vehicle crashes that do not meet the criteria listed above will be
classified as Chargeable.

®o0 o

iii.  Crashes that are “non-chargeable” will not be held against that
District for purposes of the annual safety award program.

i. The LCC shall review all vehicle crashes on a quarterly basis and has the right
to overrule any vehicle crash report in which the crash is initially classified as
Non-Chargeable.

Page 4





a.

SAFETY MANAGEMENT COMMITTEE

Administrative Directive 814 establishes the Departments Safety Management
Committee (SMC) in accordance with 1.6.4.NMAC. SMC’s will meet as
needed on a monthly basis in the General Office and in each District. If there
are no new cases to review, the committee may meet to address pending items
from the previous meeting. Each Risk Management office (District and
General Office) shall determine which cases are reviewed by the SMC.

b. Each SMC is delegated the authority to review:

C.

i. Job Safety Analysis (JSA’s) to assure the specified tasks and risks
reflect an accurate assessment of a duty in question and make
recommendation(s) for change. The SMC may direct the appropriate
Risk Management office to conduct a JSA to identify hazards for a
particular job, duty, or function.

ii.  Vehicle or equipment crash, accident, incident, personal injury,
employee complaints of workplace hazards or incident reports. The
committee shall:

i. Closely examine the circumstances leading up to the
occurrence;

ii.  Attempt to identify the immediate and root cause;

iii.  Identify and verify corrective actions taken by the employee,
Supervisor, and Department to prevent reoccurrence;

iv.  Provide written notification to the appropriate Division
Director, District Engineer, or Bureau Chief of the
recommendation(s) and;

v.  Follow-up to determine the results of the action taken.

Unless excused by the respective Risk Management office, the involved
employee and their immediate supervisor shall attend the committee meeting
where the case involving their vehicle crash, personal injury, or incident is
being reviewed.

All committee members shall vote on issues which are brought before the
committee.  Only appointed members may serve as the committee
chairperson. Ex-officio members may not vote or act as the chairperson.

Membership of the SMC: In accordance with AD 814 and Article 34 of the
Collective Bargaining Agreement, membership of the SMC shall consist of:

i. General Office: Risk Management Bureau (ex-officio), General

Services Bureau, Equipment Manager, 2 Members appointed
by management, 2 members appointed by the Union.
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f.

ii. Districts: Risk Management Section Supervisor (ex-officio), 1
Assistant District Engineer, 1 General Manager, Equipment
Manager, and an equal number of line employees appointed by
Management and appointed by the Union.

iii. The Office of Employee Relations (G.O.) or District Human
Resources Section shall coordinate the members to be
appointed by the wunion.  Such appointments shall be
documented in writing by the Union to the respective NMDOT
office.

iv. All committee member appointments shall be for a period of
two (2) years.

Restrictions of the SMC: At no time will Risk Management reports
containing medical information (to include doctor visit forms) be viewed by
committee members. Members will use Risk Management summary reports,
supervisor investigation reports, police reports, photographs, etc. Members
will not view any documents that indicate any measure of discipline toward
any employee.

Per Article 24, of the Bargaining Agreement, the SMC meeting will not be
recorded on audio, video tape or any electronic media. A written summary
(i.e. minutes) of the committee decisions will completed by a designated
member. Copies will be available in each Risk Management office for review.

. The purpose of the SMC is to find the root cause. The SMC does not find an

employee “guilty” or “not guilty.” These terms are not appropriate during the
SMC meeting or on the committee record(s).

Meeting preparation:  The designated Occupational Health and Safety
Specialist (OHSS) will:

i.  Work with Management and the Office of Employee Relations
in an attempt to ensure the appropriate number of Union
members is appointed each year.

ii.  Prepare and assemble Risk Management summary reports of
personal injuries, vehicle crashes, and other necessary
documents as needed for the meeting, ensuring that
confidential information is not compromised.

iii.  Determine cases to be reviewed.
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iv.  In coordination with the SMC chairperson, arrange for meeting
date, time, and facilities.

v.  Notify members, employees, supervisor and managers who are
to attend the meeting at least one (1) work week in advance.
Notifications are to be made via telephone, IDC, and e-mail as
appropriate.

vi.  If a specific case will require input from other staff members,
arrange in advance for their appearance.

j. Conduct of Meeting: Conduct of the meeting shall be consensus based.

k. The committee may use the following agenda as a guideline:

VI.

VII.

VIIIL.

XI.

Call to order.

Determination of quorum (simple majority of voting members).
Explain the purpose of the SMC: “To find the root cause of personal
injuries, vehicle crashes, and incidents. To make recommendations for
actions, changes in work practices, equipment, or other changes to
reduce the likelihood of a reoccurrence of a similar injury, crash or
incident.”

Review and approval of minutes from previous meeting.
Review/complete pending items from previous meeting.
Review/summarize new business.

Presentation of new cases by the OHSS which may include: viewing
cases on a projector, passing out Risk Management summary reports,
etc., which may help clarify the case for committee members. Reports

utilized for case review shall not leave the room after review.

The employee and his or her Supervisor are provided an opportunity to
comment.

Members ask questions of the employee and the supervisor.

After discussion is held in order to clarify what happened, the
members attempt to find the root cause and vote on recommendations.

Adjourn.
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V.

INSPECTION / SELF INSPECTION (16.4.11)

Per the NMDOT Safety Manual and Administrative Directive (803), all yards,
offices, project offices, and buildings shall be inspected. The LCC has
approved check lists for facility inspections. The NMDOT Safety Manual and
Administrative Directive 803 are incorporated into this loss control plan by
reference.

Inspection check lists will be evaluated annually and updated as required.
Current checklists are available on Intrans and are incorporated by reference
into this loss control plan.

Risk Management will conduct a minimum of one inspection of each
permanent location on an annual basis.

. The supervisor (to include Project Managers) of each location will conduct

self-inspections in industrial areas at 90-day intervals from date of the last
inspection and office occupancy areas semi-annually (in addition to those
inspections conducted by Risk Management).

All self-inspections will be forwarded to the respective Risk Management
office.

When an unsatisfactory finding(s) is given during an inspection, supervisors
shall respond within (30) days that the finding has been corrected, or with an
corrective action plan along with an estimated time frame of when the finding
will be corrected.

Repeat unsatisfactory findings of a serious nature on two consecutive
inspections will require that the supervisor produce an action plan to correct
the finding within (30) to the agency/district loss control coordinator. Failure
to correct the unsatisfactory findings will result in the matter being sent to the
employees’ Division Director/District Engineer or Deputy Secretary for
further action.

Page 8





V.

LOSS INVESTIGATION (1.6.4.12 NMAC)

Loss investigations will be conducted where losses are due to personal
(employee) injuries or work related illness, potential liability situations,
vehicle crash or damage, loss or damage to departmental property, theft, and
workplace violence. Investigations shall be initiated as soon as possible, but
no more than two working days absent extenuating circumstances.

Losses will be initially investigated by the employees’ immediate supervisor
using “Supervisor’s Incident and Inquiry Report” (form A-1030) available on
Intrans.

Note: Form A-1030 is not completed until it has been reviewed and
acknowledged by two (2) progressive levels of supervision and Risk
Management.

Losses such as personal injury, workplace violence, certain property losses
and all vehicle crashes will be investigated by Risk Management. Property
loss (to include theft) may be investigated by Risk Management staff in
conjunction with the Office of Inspector General based on the dollar amount
of loss and/or circumstances surrounding the loss. Those losses determined to
be out of the scope of Risk Management (i.e. fraud, waste or abuse) will be
forwarded to the Office of Inspector General for investigation.

All loss investigations must include the investigator’s discovered facts about
the incident, the root cause of the incident and corrective recommendations
preventing further losses of the same type. The following shall also be
included:

i.  The day, date, time, location(s), name(s) of person(s) involved.

ii.  Supplemental data such as police reports, photographs, signed witness
statements, fire/E.M.S. reports, etc.;

iii.  Applicable photographs or video (background ‘shots’ should be
included for reference and details).

e. A completed copy of the investigative report shall be forwarded to the

appropriate level of management to ensure the findings and corrective actions
are implemented.

Page 9





VI.

VII.

CERTIFICATE OF PROPERTY LOSS

Employees shall be responsible for all property issued to them by the
Department using form A-0149, Inventory of Equipment (Administrative
Directive 313, Non-Capital Assets).

. All property losses with a value exceeding $250 will be reported by a

Certificate of Property Loss (CPL).

All CPL’s will be accompanied by a completed Supervisors Incident and
Inquiry Report (form A-1030) and a police report when applicable.

. CPL’s and the accompanying reports will be forwarded through the chain of

command, up to the appropriate Deputy Secretary. Designated Risk
Management personnel will review to ensure a full investigation surrounding
the loss was made. Upon completion of the process, a CPL packet shall be
sent to the Office of Inspector General by the Accounting Services Bureau.

All CPL’s involving items which have fixed asset numbers will be sent to the
Accounting Services Bureau of the General Office for proper disposition.

LOSS CONTROL TRAINING

On an annual basis (or as needed), the Risk Management Bureau will present
to Executive Staff training on how to read and use data generated by the Risk
Management Bureau for measuring loss trends. This training will be
documented when the annual year-end snap shot is published.

. When requested, the Risk Management Bureau may train District Risk

Management personnel on how to interpret loss data and how to use this data
to formulate action plans to improve loss statistics and reduce losses at the
Division/District level.

Administrative Directive 614 directs that all NMDOT employees receive
mandatory training. The training listed below is conducted by NMDOT
instructors but may also be taught by certified instructors outside the agency
(i.e. Transportation Services Division, State Personnel Office, and OSHA
certified instructors). This Directive is incorporated into this Loss Control
Plan by reference. Mandatory training provided is as follows:
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Course title

Frequency

NSC Defensive Driving

During New Employee Orientation (NEO) or
within 90-days of hire/recertification every 4
years or as required by NMAC 1.5.3.1

NSC First Aid/CPR

During NEO or within 180- days of hire/
recertification every 2 years

Civil Rights/ADA/Sexual Harassment

During NEO or within 90- days of
hire/recertification every year

Workplace Violence Response for
Supervisors

Within 180 days of supervisor appointment
[recertification every 4 years

Employee Evaluations for Supervisors
(MEP)

Within 90 days of supervisory
appointment

Specialized training (OSHA compliant;
confined space, trenching and shoring, fall
protection, etc.)

Corresponds to specific employees’ job
duties and requirements

ICS 100 Introduction to Incident Command
System

ICS 700 National Incident Management
Systems (NIMS)

Required for all Highway Maintenance
personnel and employees with emergency
Response duties within 90 days of hire.

d. Loss control training: The following training is recommended NMDOT Risk

Management personnel.

Training Timeframe to complete Required/desired
NSC Advanced Safety 3 to 4 years from date of Required
Certificate appointment to position
OSHA 10-hour 4 years from date of Required

OSHA 30-hour

appointment to position

NMDOT Radiation Safety
Officer Certification

3 years from date of
appointment to position

Essential for agency and
division loss control
coordinators

Wickander-Zulawski &
Associates: Workplace
Investigative Interviewing
Strategies

4 years from date of
appointment to position

Highly desired

Vill.  JOB RELATED

COMPENSATION)

CLAIM

MANAGEMENT (WORKERS’

a. Job related claims management at the NMDOT is a partnership between the
reporting employees, the involved supervisor, NMDOT Risk Management,
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GSD/RMD Workers’ Compensation Bureau assigned adjuster and the medical
providers.

Employees who have an accepted job related claim, have returned to
productive status, and have a claim related medical visit during productive
hours shall code reasonable travel time to/from and at the medical visit as
WCMED. This is PAID time, equal to productive time. Employees who are
on payroll code WCMED may use a state vehicle for reasonable travel to/from
scheduled medical visits. The medical visit must be during the employee’s
established work hours and he/she must return to their post of duty after the
visit.

Employees on medically directed time off due to an accepted job related claim
will code their unpaid time off as WKRCP. This code records hours where
the employee is being paid indemnity by workers’ compensation indemnity.

. Job related Claims will be managed in accordance to the following statues and

administrative directives:

Rules, Regulation, or Statute

Description

52-1-1 10 52-1-70 NMSA

Workers” Compensation Statutes

Administrative Directive 801

Reporting accidents, incidents, and
potential liability claims

Administrative Directive 802

Personal protective equipment

Administrative Directive 805

Workers’ Compensation Injury
Management

Administrative Directive 628

Code of conduct

Administrative Directive 634

Family and medical leave

Administrative Directive 643

Donation of annual or sick leave

e. The following document will be

used in the internal administration of job

related claims (Note: employees are only entitled to documents they sign):

Notice of Accident or Occupational
Disease Disablement (Form NOA-1-W)

Completed by employee upon reporting of
injury or illness

Employers’ First Report of Injury or IlIness
NM WCA form E1.2

Completed by OHSS Immediately,
forwarded to GSD/RMD within 24 hours
of reported injury/illness. Contains
confidential information.

NMDOT Risk Management Inquiry
Report.

Completed and forwarded to GSD/RMD
within five working days of reported
injury/illness. Confidential Information.

NMDOT Supervisor’s Incident and Inquiry
Report
(A-1030)

Completed within 15 days of reported
injury/illness. Completed and forwarded to
GSD/RMD. Not disciplinary in nature.

NMDOT Workers’ Compensation Benefits

Employee and OHSS sign. Forwarded to
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Explanation Form GSD/RMD. Employee provided copy upon

request.
Workers’ Authorization to Release Medical | Completed upon reporting injury. Copy
Information (HIPPA compliant). provided to GSD/RMD. Valid for six (6)
WCA mandatory forms 11 NMAC months. Is extremely sensitive and
4.4.9.28.2.C) Employee to be provided confidential. Not to be released outside of
copy. Risk Management with Risk Management
or GSD/RMD authorization.
GSD/Risk Management Division Doctor Employee takes to EACH medical visit,
Visit/Modified Work Assignment return completed form to OHSS at
(RMDWC2:FRM10/93) conclusion of visit. Employee is not

entitled to copies. Treated as confidential
medical information.

NMDOT Workers’ Compensation Benefits | Informational only. Contains employee
Computation Worksheet payroll information, is confidential.

NMDOT Exposure Incident Report for For BBP incidents only

Reporting Exposure to Bloodborne
Pathogens (Form A-1046a)

NMDOT Post Exposure Follow Up For BBP incidents only

Physicians Evaluation for Bloodborne
Pathogens (form A-1047)

IX.

RAIL RUNNER

The Rail Runner is owned by NMDOT and operated by contractors. When
requested, NMDOT may conduct safety and/or security inspections of Rail
Runner facilities/property.  Inspection findings and recommendations (if
applicable) will be submitted to NMDOT Executive staff.

Inspections will focus on maintaining passenger safety and security.
Recommendations will be made to improve passenger safety and security.

Inspections will be forwarded to the operating contractor and the Director of
the Transit and Rail Division and the Deputy Secretary of Programs and
Infrastructure.

The contractor(s) shall respond in writing to the Director of the Transit and
Rail Division and Deputy Secretary on any unsatisfactory findings and
action(s) taken to correct them.

The Rail Runner operating contractor shall make immediate notification to the
NMDOT Rail Bureau Chief of any injury or incident occurring within the rail
road right-of-way where a person is injured requiring medical care, serious
property damage over $1,000.00, or any security related incident. For purpose
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XI.

XII.

XII1.

of this section, immediate means within 2 hours of the occurrence. The Rail
Bureau Chief shall notify the Risk Management Bureau within 8 hours of said
incident.

NMDOT DRUG & ALCOHOL PROGRAM

The Risk Management Bureau administers the Drug & Alcohol program for
the NMDOT and assures compliance with the requirements set forth by AD
633, Omnibus Controlled Substance and Alcohol Testing Program; the
Federal Motor Carrier Safety Administration, under the U.S Department of
Transportation; and the New Mexico Administrative Code 1.7.8. Drug and
Alcohol Abuse.

PETROLEUM STORAGE TANKS

NMDOT will adhere to all provisions of 20.5.1 NMAC and its subsequent
sections. The agency and division loss control coordinators and maintenance
patrol supervisors are responsible for ensuring all areas containing Petroleum
Storage Tanks are in compliance.

SECURITY

Physical Security at all NMDOT locations is to be coordinated through the
agency loss control coordinator(s).

Physical security measures may include locks, access control, video detection
systems, cameras, alarms, and fences.

Security will not include employees installing or using personal web cameras
or non-approved, non-state provided security devices or systems. These are
specifically prohibited unless approved by the respective Risk Management
Supervisor.

RISK MANAGEMENT LOSS CONTROL PLAN AUDIT (16.4.15

a. General Services Loss Control Bureau may audit the effectiveness of this loss

control plan at any time.

All Administrative Directives, forms and Regulations mentioned in this plan are
incorporated by reference.
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SAFETY CREED

WE BELIEVE THAT...

...Every person bears personal responsibility for keeping out of harm’s way.

..The actions of each person are interwoven with the actions of others; a failure on the part of one
person could mean a safety and health failure for all.

..Accidents may be action failures resulting from inappropriate staffing; a lack of training, poor
procedures, vague policies or direction; poor supervision or manager non-involvement.

...Accidents may stem from improper attitudes and occur in moments of action without thought.

..Employee involvement, training, and supervision will create an awareness which will reduce accident
frequency and severity.

..Accidents will cease only when all employees, with dedicated top management support, are actively
involved in correcting all conditions which present a potential for an accident or a personal injury.






A MESSAGE FROM THE SECRETARY

Dear Employee,

Workplace safety is our first priority. It is critical that every employee understands and acts in manner that
safeguards not only themselves but also the safety and well-being of their co-workers. The purpose of
this manual is to establish a culture that prioritizes safety as the number one priority in each of your jobs.

It is your responsibility to make a safe working environment above and beyond any other job duty or

task. You are responsible for identifying potential risks and addressing them immediately and sensibly.
When you identify and address safety situations you protect your friends, your family and yourself by

eliminating threats to your welfare. Safety equipment and their proper use are your tools and utilizing

correct safety procedures reduces unnecessary risks. Understand these tools and practice safety

procedures without exception while you are on the job.

Protect yourself and protect your coworkers. I hold each of you accountable to this goal. Always be safe
on the job, you are valuable and cannot be replaced. Thank you for your commitment to make workplace

safety your first job priority.

Alvin C. Dominguez P.E., Cabinet Secretary

New Mexico Department of Transportation

*¥NOTE: This handbook is not a formal contract with any employee, but is intended to provide guidelines for supervisors to impart to
their employees.
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Section

Personal Safety

It is the responsibility of each New Mexico Department of
Transportation employee to:

QUICK FACT

Collisions

Are the number 1

accident type at

NMDOT.

Tip: Always be aware of

your surroundings

and clear your blind

spot before changing

lanes in your vehicle.

Take every reasonable precaution to prevent an accident to the public, fellow
employees, and themselves.

Offer reasonable assistance to anyone involved in an emergency situation.
This assistance may include the use of a state vehicle to transport victims of
the emergency.

Call appropriate emergency response personnel and render First Aid within the
employee’s knowledge and ability.

Take prompt action to either correct or to notify the appropriate personnel
(i.e. Patrol Foreman, the Area Supervisor or an Occupational Health & Safety
Specialist) when a hazard is observed along the highway or at the workplace.

Take immediate action to correct an unsafe situation by either requesting that
an employee cease an unsafe operation, or by notifying the appropriate
SUpErvisor.

Report all accidents and personal injuries to the immediate supervisor and the
appropriate Occupational Health & Safety Specialist (Administrative Directive
801).

As a courtesy to fellow employees, and as a good personal practice, New
Mexico Department of Transportation (NMDOT) encourages good personal
hygiene practices of its employees. Good personal hygiene practices are key to
preventing sicknesses and infections.

Wear prescribed Personal Protective Equipment (P.P.E) during work on any
assighment.
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9. Exercise caution and use the basic principles when lifting an object.
a. BEstablish a comfortable position with firm footing.
b. Bend the knees and bring the object close to the body with a firm grip.

c. Maintain body weight directly over the feet with elbows and arms
tucked.

d. Lift smoothly with the legs. Do not twist the body.

e. Ask for help from a fellow employee if the object is too heavy or too
large to lift alone.

10. Minimize the chance of a personal injury associated with falls. Safe work
procedures which minimize falls include:

a. Use aladder to reach high places rather than a chair or box.
b. Keep aisles, halls, and stairways free of clutter and objects.

c. Walk on the right side of hallways and stairs using handrails when
available.

d. Do not run in hallways and up or down stairs.

e. Cover electrical and telephone cords with rubber channels in traffic
areas.

tf.  Clean up spills as soon as they happen.
g. Use extra care walking on newly waxed floors which may be slippery.
h.  Wear appropriate footwear when walking through ice and snow.

1. Report all hazards to Buildings and Grounds personnel or the Safety
office.

11. The Department provides Workers” Compensation benefits for accidental

injuries and occupational disease disablement, arising out of and in the course
of employment.






NOTE

The “Supervisors Safety
Meeting Guide” in this
handbook provides information
and topics for conducting Safety

Meetings.
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It is the responsibility of each New Mexico Department of

Transportation supervisor to:

10.

Educate and inform assigned employees as well as hold them accountable for
safe work practices.

Designate an employee as a lead person over a work group that would
otherwise have no direct supervision. A work group consists of two or more
persons.

Appoint a safety liaison for each work unit that is responsible for unit Safety
Meetings. Each member of that work unit should be rotated through the
safety representative designation.

Report all accidents and personal injuries to the next level of supervision and
the appropriate Occupational Health & Safety Specialist (Administrative
Directive 801).

Conduct a thorough investigation of accidents, injuries, complaints of unsafe
behaviors and prepare the required reporting forms for submission to the
appropriate Occupational Health & Safety Specialist (As per Administrative
Directive 801)

Appear before the appropriate Safety Committee to discuss the causal facts
and circumstances of a reported safety incident.

Schedule routine Safety Meetings as follows:

a. Biweekly for project offices, laboratories, patrols, stores, shops, field
ctews, and District / General Office buildings and grounds crews.

b. Monthly for District and General Office administrative personnel.
Conduct safety orientations before beginning unusual assignments.

Ensure appropriate traffic control is established prior to the commencement
of work.

Evaluate each job to determine safety hazards and describe, in writing , the

personal protective equipment employees are required to have to accomplish
that job.
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Section

Equipment Operation
Safety

Vebicle and Equipment Operation

1. All employees must abide by the laws and regulations for motor vehicle
operation. (1.5.3 N.M.A.C. Administration and use of State Vehicles).

a. Conduct a Preventive Maintenance “walk around inspection” ptior to
entering and starting vehicle.

b. Check tires for wear and pressure (make sure tires visibly look safe for
travel) if you believe there is a problem, have vehicle checked at your
service center.

c. Make sure headlights and turn signals are operational.

d. Make sure there are no “loose or hanging” parts on the vehicle.
e. Make sure the windshield is free of cracks or obstructions.

f.  Make sure rear windshield is free of obstructions.

g.  Make sure windshield wipers are operational and in good repair.

h. Make sure there are no obstructions or items that can be struck in
the immediate vicinity, if there is get assistance with clearing the
obstruction. (See number 7 of this section)

2. Any employee feeling sick or physically unable to operate a vehicle or piece of
equipment should notify the immediate supervisor of their condition. Do not
attempt to operate vehicle or equipment.
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10.

11.

12.

Adjust speed to meet the conditions and maintain control of the vehicle or
piece of equipment. Speed limits are set for ideal conditions. Adverse road
conditions require extra care, judgment, and use of the National Safety Council
three second plus following rule.

A basic first aid kit is required equipment for all vehicles (OSHA 1926.50). The
kit and its contents should be inspected weekly to ensure it is propetly stocked
and contents have not expired.

When driving a slow moving vehicle or piece of equipment, remember to be
courteous by pulling off the pavement periodically (when safely able) in order
to allow traffic to pass safely.

Passengers shall ride inside vehicles unless rider provisions have been made
with a suitable outside platform.

Avoid backing whenever possible. If backing is necessary, walk around the
vehicle to make sure the path is free of obstructions, then back slowly and
cautiously. If possible, use a fellow employee as a guide when backing up.

When parking, be sure to set the parking brake and place the transmission in
low, reverse, or park. For vehicles 1 ton or greater, or vehicles with engines
that are left running, 6” X 6” X 14 chock blocks will be placed at the right
rear wheel to prevent vehicle movement.

When loading a vehicle, be sure to consider the following:

a. Is the weight of the load within the capacity of the vehicle?

b. Has the load been placed and secured to prevent dropping, shifting,
leaking, or escaping in transit?

c. Have “Wide Load” signs and red flags been put in place (if required)?
Does the load extended beyond the vehicle’s bed?

Vehicles and equipment operated on the highway must have the appropriate
lights, which may include flashing or rotating lights.

Inspect a vehicle or piece of equipment for safe operating condition prior to
use, and report any defects to the appropriate supervisor. Unsafe vehicles and
equipment shall not be operated until repaired.

Stop the engine and observe the “NO SMOKING” and “NO CELL
PHONE” regulation when fueling a vehicle or piece of equipment.
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ATV SAFETY

ATVs are not made for

Multiple riders. Never

carry a passenger on

an ATV. (NSC)

SAFETY HANDBOOK

13. Heavy equipment operation requires additional safety precautions.

a.

Make a pre-operational inspection of the equipment.

b. Secure the equipment when not in use. For example, lower and land

elevated blades and buckets and lift tongues or forks.

Only the operator should be on the equipment unless training another
person.

Prevent contact with overhead electrical lines. Should contact occur,
stay on the equipment and warn others to stay away until the lines are
deactivated. JUMP well clear without coming in contact with the
vehicle and ground at the same time landing with feet together ONLY
if a fire develops. HOP away with the feet still together. No one
should attempt to rescue a fellow employee from a vehicle or one that
has fallen on energized ground near a vehicle in contact with a power
line. Wait until authority from the power company assures that the
power has been cut off.

Off Road Vebiits (Goff Carts, Gators ATV

1. When operating an Off Road Vehicle, the following shall be required:

a.

b.

Education: Shall be given on the proper use of off road equipment.

Eye Protection: Department issued goggles or safety glasses shall be
worn.

Clothing: Pants and long sleeved shirt shall be worn to protect the
body from branches, long grass, airborne objects, or anything else that
could scrape the skin.

Gloves: Gloves shall provide skin protection and have a gripping
surface.

Footwear: Boots shall cover the largest possible area of the leg.
Safety Vest: A department issued safety vest shall be worn.
Speed: Shall be governed to not exceed 25 MPH

Only employees shall operate or be a passenger.
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Hand Tools and Handling Equipment

1. Hand tools can cause severe injuries. Therefore, it is important to select the
right tool for the job and make sure the tool is in good working condition.
Check to insure:

a. Are the handles tightly fitted?

b. Is the tool clean and free of dirt, grease, oil, or splinters?
NOTE

See “Supervisor’s Safety c. Are the moving parts propetly lubricated?

Guide for this section. _
d. Are the cutting edges sharp?

e. If tools are worn out or broken, replace them to prevent injury.

2. Portable and fixed ladders must meet the prescribed standards (29 CFR
1910.25 through 27 and 29 CFR 1926.951)

3. Scaffolds must be erected, moved, dismantled, and/or altered in accordance
with requirements (29 CFR 1926.451).

4. Chains, cables ropes and slings shall be inspected before and during use to
ensure safe conditions exists (29 CFR 1910.184 and 29CFR 1926.104).
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Section

Work Site Safety

1. Housekeeping

a.

Work areas shall be adequately lighted for the required work to be
performed.

Work areas shall be kept clean of debris, grease, scrap paper, shavings,
chips, garbage, oily rags, and flammable waste for the health and safety
of those working in the space.

Tools and equipment shall be propetly stored and secured when not in
use.

No personal pets shall be allowed in Department structures leased or
rented. Special consideration may be given for service animals. Other
requests may be reviewed by the Supervisor in coordination with the
Occupational Health & Safety Specialist and written permission must
be granted.

2. Fire Prevention

a.
NOTE b.
Facility Fire Evacuation
Drills shall be conducted
on an annual basis. C.

Appropriate fire extinguishers shall be located within easy reach of the
workplace and maintained in accordance with State and National Fire
Codes. A five pound ABC type fire extinguisher is required for all
vehicles.

16” wide fire lanes shall be established between fences and stored
materials, parked equipment or buildings within the fenced area,
wherever possible (NFPA 1141:4-4.2 and NFPA 1-21.3-5.1)

Although flammable liquids or solvents may be used to clean concrete
and tile floors, care should be taken to ensure there is proper
ventilation and to prevent possible ignition of the fumes/vapors from
equipment, pilot lights or electrical motors.
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d. Use ONLY approved nontoxic solvents to clean motors and patts.

Gasoline and Diesel fuel shall not be used as a solvent or cleanser.

Flammable and combustible materials shall only be stored in
containers designed for that purpose and the container shall be labeled
with appropriate warnings.

Candles, candle/scent diffusers or other open flame items are not
permitted in any office setting. Candles shall not be stored in any
office environment for any reason.

3. Electrical Safety

a.

A licensed electrician in accordance with the National Electrical Code
shall perform all electrical work. Unlicensed personnel may perform

minor maintenance provided they are under the direct supervision of a
licensed electrician (N.E.C.).

Any employee required to service, adjust, or repair machinery,
equipment, or electrical circuits must be trained in lock out / tag out
procedures (29 CEFR 1910.14).

Any electrical circuits open for repair, alternation or examination must
be locked and tagged out.

4, Excavation

a. Because of cave-in hazards associated with excavation, all trenching
activities shall be performed in accordance with State and Federal
Safety Regulations (29 CFR 1926.650-652).
5. Welding
a. Employees shall be acquainted with the requirements of section 29

CFR 1910.252(a), (b), and (c) and in the use of oxygen, gas, arc
welding, and cutting equipment before being assigned duties requiring
the use of this equipment (29 CFR 1910.254).

6. Gravel Pit Operations

a.

Gravel pit, crusher, and screening plant operations must be conducted
in accordance with State and Federal Mining Regulations.

10
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Hazard Communication
Program Procedures

Administrative Directive 804 establishes the Hazard
Communication Program for the Department. The following
guidelines explain how the Directive shall be complied with.

GENERAL: These guidelines are applicable to each supervisor and employee in any
workplace where hazardous chemicals are used.

IMPLEMENTATION:

1. Each supervisor shall

a. Have the following items immediately available for employees to
review:

i. An inventory of hazardous chemicals in use in the workplace
which is updated annually or as each new chemical is received.

ii. A copy of the Material Safety Data Sheet (MSDS) for each
chemical in the inventory.

b. Ensure that each container of hazardous chemicals are labeled with
the following:

1. Identity of the hazardous chemical.

ii. Appropriate hazard warning.

11
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AD 801

As per AD 801 all personal

injuries and vehicle

accidents must be reported

within 24 hours of the

occurrence.
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c. Provide information/education to each new employee on each
chemical used in that workplace as well as to all employees when a
new chemical is added to the inventory. This education will include:

1v.

V1.

vil.

How to read an MSDS.
The location of the inventory and MSDS files.
Health effects of the chemicals in use.

Personal Protective Equipment to be worn/used when using
each chemical.

Label/signs in use which denote a chemical is hazardous.

Methods and observations to detect the presence of the
chemical.

Emergency procedures.

How the employee can obtain additional data on the
chemicals.

d. Stores units shall:

Obtain a copy of the appropriate MSDS whenever they
purchase hazardous chemicals.

Issue a copy of the MSDS when ever they issue a hazardous
chemical to a uset.

12
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Section

Federal Motor Carrier
Safety Regulations

Sedtion 392.9 Safe | vading

1.

2.

General: No person shall drive a motor vehicle and a motor carrier shall not
require or permit a person to drive a motor vehicle unless:

a.

The vehicle’s cargo is propetly disturbed and adequately secured as
specified in Sections 393.100 — 393.106 of this subchapter.

The vehicle’s tailgate, tailboard, doors, tarpaulins, its spare tire and
their equipment used in its operation, and the means of fastening the
vehicle’s cargo are secured.

The vehicle’s cargo or any other object does not obscure the driver’s
view ahead or to the right or left sides, interfere with the free
movement of his arms or legs, prevent his free and ready access to
accessories required for emergencies, or prevent the free and ready exit
of any person from the vehicle’s cab or driver’s compartment.

Drivers of trucks and truck tractors: Except as provided in this section, the
driver of a truck or truck tractor must:

a.

Assure themselves that the provisions of paragraph (1) of this section
have been complied before they drive that vehicle.

Examine the vehicle’s cargo and its load-securing devices within the
first 25 miles after beginning a trip and cause any adjustments to be
made to the cargo or load-securing devices (other than steel strapping)
as may be necessary to maintain the security of the vehicle’s load.

Reexamine the vehicle’s cargo and its load-securing devices
periodically during the course of transportation and make any
adjustments to the cargo or load-securing devices (other than steel

13
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strapping) as may be necessary to maintain the security of the vehicle’s
load. A periodic reexamination and any necessary adjustments must
be made:

d.  When the driver makes a change of his duty status or:

e. After the vehicle has been driven for 3 houts or:
QUICK FACT

BLIND SPOTS f. After the vehicle has been driven for 150 miles, which ever occuts

Blind spots to the right of first.

large vehicles are well

g. 'The rules in this paragraph do not apply to the driver of a sealed
known, but automobile vehicle who has been ordered not to open it to inspect its cargo or to

drivers may not realize you the driver of a vehicle that has been loaded in a manner that makes

cannot see them as they inspection of its cargo impracticable.

pass on the right.

3. Buses: No person shall drive a bus and a motor carrier shall not require or
Tip: Scan to the right permit a person to drive a bus unless:

thoroughly before

— , a. All standees on the bus are rearward of the standee line or other
steering into the lane. Give

means prescribed in Section 393.90.
the right-of-way don’t

take it. (FMCSA) b. All aisle seats in the bus conform to the requirements of Section

393.91 and:

c. Baggage, freight, or express on the bus is stowed and secured in a
manner which assures:

i. Unrestricted freedom of movement to the driver and his
proper operation of the bus;

ii. Unobstructed access to all exits by any occupant of the bus
and;

iii. Protection of occupants of the bus against injury resulting
from the falling or displacement of articles transported in the
bus.

14
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I vad Binding Speciteations

Authority: Federal Motor Carrier Safety Regulations, Sub-Part 1

Purpose:  Establish guidelines to be utilized by employees when securing
equipment or material for transport.

Equipment Requirements:

Chain: Used for transportation/binding shall be a minimum of 3/8” and a
Grade 70 or higher; used for hoisting/lifting shall be a minimum of
3/8” and a Grade 80.

Hooks: =~ When purchased separately, must be stamped by manufacturer to
indicate accommodation of 3/8” to 1/2” inch chains.

Tie-down rings:

Breakover
Binder:

Standard Ratchet
Binder:

Shall meet or exceed minimum requitements or 3/8” Grade
70 or higher chain (9200 Ibs. working and 26,400 Ibs. breaking
strengths). Tie down rings should be inspected before use and
non-destructively tested every two years or when bent or
distorted.

Shall be rated at a minimum of 9,200 working load pounds
and 33,000 breaking force pounds to accommodate a 3/8” to
1/2” chain. Shall be stamped by the manufacturer to indicate
it meets above requirements. The binder handle must not
exceed 12” from the tip to yoke slot.

Shall meet the working load and breaking force criteria noted
for breakover binders. Extension bars shall not be used
with this binder.

15





SAFETY HANDBOOK

I vad Binding Procechures

Responsible Party: Employee

1.

Loading Equipment/Material

To accomplish tie-down or security of a load (total static breaking strength of
the chain and binder shall be 1 and 1/2 times the weight of the article) the
employee shall:

a.

Inspect all tie-down equipment before use, and remove all
damaged equipment from service.

Place binders to allow driver to tighten/release device with both
feet on the ground.

Ensure handle in cinch down position is clear of any obstacles
which prevent full seating.

Position himself away from the path of the binder and/or
extension bar in the tightening or release operation.

Insert the binder handle completely into the extension bar during
the tie-down of the breakover bindet.

Tighten the load to where one person can pull the binder shut,
closed or to a maximum tight cog.

Tie down the equipment toward the center of the load (when
possible) with a minimum of 4 tie points using 4 chains. A safety
chain may be used under certain instances (i.e. backhoe buckets
etc.)

Use short chains for better security, strength and ease of handling
and secure binder handles by wrapping with excess chain or wire.

Locate binders for individual cross-over ties on the left side of the
load (if possible).

Check load and load binder tension at a maximum of 15 miles
from starting point.

16
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2. Unloading Equipment/Matetial (the employee shall):

Insert the extension bar over the binder handle just far enough to allow slip
out of the bar during the extension bar release. Use the extension bar handle as
a pry to release the breakover binder.

3. Loading Round Material (the employee shall):

a.

b.

c.

Use chocks on both sides of first row when loading round material.
Place a safety chain at center load with the chain loose enough to allow
top row to fall in place but tight enough to hold the bottom row if the
chocks fail. Use a load binder on this chain.

Load top rows.

Chain both ends of top rows (a binder on each side is recommended)
and place binder on the driver’s side if only one binder is used.

Remove chocks during transport.

4. Unloading Round Material(the employee shall):

a.

b.

Chock pipes on both sides.

Remove the binding chain on both sides (Caution: Most dangerous
procedure).

Disconnect the safety chain on both sides.

Check for potential dangers and ensure chocks are in place on the
opposite side from where the material is to be unloaded. Remove
chocks on the unload side except for the one within arms reach at the
work end.

Remove last chain which should be nearest to the work end while
being aware of potential “roll off”” dangers.

Remove remaining chock on the unload side (this chock is within
arms reach on the work end and can be dislodged with the load binder
tool). Extreme caution shall be used during this operation.

Drop the load by rocking the truck. Should the safety chain get stuck
in the unloaded pipe, attach another chain to it and pull it out with the
truck.

17
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OCCUPATIONAL

FATALITIES

According to the Bureau

of Labor Statistics, there

were 1,795 occupational

fatalities in the

transportation industry in

2009. Be aware and be

safe in work zones.
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Annual Safety Award
Program Procedures

Ocrppational Health & Safety Specialist Duties

1. After January 1 of each year the SA-2 form shall be completed and that
information should be added to the SA-1 form along with the information
from all other eligible crews (any organizational code with two or more
assigned persons are eligible).

2. Transfer the data for any crew which does not have a vehicle accident or lost-
time personal injury to the SA-3 form (all vehicle accidents shall be
considered).

a. Important: Vehicle or equipment accidents which appear to be
caused by forces beyond an employee’s control (i.e. being rear
ended at a stop light) shall be reviewed by each District/ General
Office Safety Committee. The Safety Committee will determine
if the accident is a “chargeable” or “non-chargeable” accident.
All “non-chargeable” accidents will be reviewed at the quarterly
Loss Control Committee meeting. A consensus vote that the
employee could have done nothing to avoid the accident will
allow the crew to be considered for an “Accident-Free” Crew
Certificate.

3. Select representatives and transfer data to the SA-4 form for State Winners in
the following categories:

a. Construction Crew over 30,000 hours of exposure
b. Construction Crew under 30,000 hours of exposure
c.  Maintenance Crew 3,500-7,000 hours of exposure

d. Maintenance Crew 7,001-12,500 hours of exposure

18
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e. Maintenance Crew 12,501-17,500 hours of exposure
. Maintenance Crew 17,501-25,000 hours of exposure
g.  Maintenance Crew 25,001-30,000 hours of exposure
h. Maintenance Crew over 30,000 hours of exposure
1. Automotive Shop
j.  Location (Survey) Crew
k. District Laboratory
. District Service Center

4. Determine State Winners by:
a. Computing the Disabling Injury Index (DII)

i. F (frequency rate) + S (severity rate) = DII (disabling injury
index)

b. Other needed formulas
i. Frequency Rate (FF7) (All injuries)

1. F1 = Total # of Injuries x 200,000

Hours of Exposure
ii. Frequency Rate (F2) (Disabling Injuries)

1. F2 = Total # of Lost-Time Injuries x 200,000

Hours of Exposure
iii. Frequency Rate (F) (All Injuries & Disabling Injuries)
1. F1+F2=F
v. Severity Rate (§)

1. S = Days Lost (New Injuries) x 200,000

Hours of Exposure

19
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5. Once Disabling Injury Index (DII) is computed:
a. Select the crew from each category with the lowest DI

b. Select (in cases where the DII of two or more competitors is zero), the
crew with the greatest hour of exposure.

c. If two or more crews have the identical hours of exposure and a DII
of zero, each of these crew’s records shall be reviewed by District
Management to determine which crew shall be nominated for State
Winner consideration.

d. If there are ties between districts on a Department level in any State
Winner category, all crews tied for the best record will be recognized
as best in the Department.

6. A completed SA-3 and SA-4 forms shall be submitted by January 31 of each
year to the Safety Program Director or designee.

Note

The certificates shall be printed directly from the information on these forms so the
accuracy of the information is critical and should be verified before submission.

Cabinet Secretarys, Safety Progran Directors, Division Directors and Distract

Engineers Duties
1. Assure that SA forms are received from each District and the General Office.
2. Assure that certificates are completed and awards are available for the winners.

3. Selects the best district in Industrial Safety (least lost-time injuries and days
lost) and Vehicle Safety (lowest combined frequency rate) and prepares the
appropriate plaques.

4. Conduct (at an appropriate time) an awards ceremony annually to recognize
the safe performance of the crews selected for awards.

5. Present certificates and awards to State Winners and Accident Free crews.

6. Present traveling plaque, as well as a small permanent plaque for Industrial
Safety to the District having the best DII.
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7. Present traveling plaque, as well as a small permanent plaque for Vehicle Safety
to the District with the lowest combined frequency rate.

8. Present any special awards if new records were set in either vehicle combined
frequency or the industrial safety DII.

9. Make a special presentation to the General Office Laboratory and Service
Center whenever their DII is zero.

10. Make a special presentation to the Supervisor of three or more crews (i.e.
AM.S)) all of which are accident free for the reporting period.

11. Make a special presentation to any employee who was nominated for an
outstanding contribution to the Department Safety effort.

21
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Safety Committee
Procedures

Adpmnistrative Directive (AD) 814 establishes the Departments Safety, Loss
Caontrol and Safety Managenent Conmittee in accordance with 1.6.4.
NMAC: "The General Office and District Safety Conmnittee is established by
4.03 of AD 814. Safety Conmnitiees will et on a smonthly basis in the
General Offive and in Each Distrt.

1. Each Safety Committee is delegated the authority to review:

1. Job Safety Analysis (JSA) to assure the specified tasks and risks reflect
an accurate assessment of a duty in question and make
recommendation(s) for change. The Safety Committee may direct the
Immediate Supervisor of an Employee to conduct a JSA to identify
hazards for a particular job, duty, or function.

2. Vehicle or Equipment crash, accident, incident, personal injury,
employee complaints of workplace hazards or incident reports to
identify root cause. The committee shall:

a.

Closely examine the circumstances leading up to the
occurrence;

Identify the immediate root cause;

Identify and verify corrective actions taken by the Employee,
Supetrvisor, and Department to prevent reoccurrence;

Provide written notification to the appropriate Division
Director, District Engineer, or Bureau Chief of the
recommendation(s) and;

Follow-up to determine the results of the action taken.
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3. Unless excused by the majority of voting members of the Safety
Committee, the involved employee and their immediate supervisor
shall be required to attend the committee meeting where the case
involving their vehicle crash, personal injury, or incident is being
reviewed.

4. All Committee members (appointed and ex-officio) shall vote on
issues which are brought before the committee. Only appointed
members may serve as chairperson of the Committee.

5. Membership of Safety Committee: In accordance with AD 814 and
Article 34 of the Bargaining Agreement, membership of the Safety
Committee shall consist of and are designated as follows:

a. General Office: Risk Management (ex-officio), General
Services Bureau, Equipment Manager, 2 members appointed
by management, 2 members appointed by the Union.

b. Districts: Risk Management Section Supervisor (ex-officio), 1
Assistant District Engineer, 1 General Manager, Equipment
Manager, and an equal number of line employees appointed
by management and appointed by the Union.

c. The Office of Employee Relations (G.O.) or District Human
Resources Section shall coordinate the members to be
appointed by the Union. Such appointments shall be
documented in writing by the Union to the respective
NMDOT office.

d. All appointments shall be for a period of two years. The first
year, the appointee shall serve as an alternate; the second year
the appointee shall serve as a full member.

e. All Committee members, alternates and ex-officio may vote
on issues which require a formal position. However, only
appointed members may be elected as Chairperson for the
Committee.

2. Restrictions on the Safety Committee

At no time will full Risk Management reports or medical reports (to include Doctot’s
Query forms) be viewed by committee members. Members will use Risk Management
summary reports, supervisor investigation reports, police reports, view photographs,
etc. Members will not view any documents that indicate any measure of discipline
toward any employee.
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A. Per Article 24 of the Bargaining Agreement, Safety Committee
meeting will not be recorded on audio, video, or any electronic media.
A written summary of the decisions of the Committee will be
published. Copies will be available in the Risk Management office for

review.

B. The purpose of the Safety Committee is to find the Root Cause of the
accident. The purpose of the Safety Committee is not to find an
employee “guilty”, “not guilty”, etc. These terms are not appropriate
during the Safety Committee process or on the Committee record(s).

3. “Preventable /Non-Preventable” (Vehicle Crashes)

A. Employees involved in vehicle crashes where the Safety Committee
finds that the employee is: not at fault, not cited by police, did
everything in their power to avoid the crash, shall have the Committee
declare the crash non-preventable provided:

a. 'The employee holds a current and valid NM drivers license.
b. Current Defensive Driving Certification.
c.  Employee was not cited by law enforcement.

d. Employee was not in violation of 1.5.3 NMAC or NMDOT
Administrative Directives and followed the principals of
defensive driving in attempting to avoid any accident.

Crashes that are “non-preventable” will not be held against that
District for reasons of compiling safety awards.

B. The Risk Management Bureau Chief shall have the right to over rule
any crash report where it is determined that the crash is “non-
preventable.”

4. Meeting Preparation
Occupational Health & Safety Specialist (OHSS) will:

A. Work with Management and the Employee Relations section to
ensure 50% of the members are appointed each year as alternates.

B. Prepare and assemble Risk Management summary reports of personal
injuries, vehicle crashes, and other necessary documents as needed for
the meeting, taking care to ensure that confidential information is not
compromised.
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C. Assign Safety Committee case numbers to the cases reviewed.

In coordination with the Safety Committee Chairperson:

A. Arrange for the meeting date, time, and facilities.

B. Notify members, employees, supervisor, and managers who are to
attend the meeting at least one (working) week in advance.
Notifications to be made via telephone, IDC, and e-invitations as
appropriate.

C. If a specific case will require input from staff members, their
appearance should be arranged in advance.

5. Conduct of Meeting

A. Conduct of the meeting is to be by “Roberts Rules of Order.”

B. The Safety Committee may use the following agenda as a guideline:

a.

b.

Call to order

Determination of quorum (simple majority of voting
members).

Explain the purpose of the Safety Committee: “To find the
root cause of personal injuries, vehicle crashes, and incidents.
To make recommendations to the convening authority for
actions, changes in work practices, equipment or other charges
to reduce the likelihood of a reoccurrence of a similar injury,
crash, or incident.”

Review of minutes from previous meeting.

Review / complete pending items from previous meeting.
Review / summarize new business.

New Cases:

a) Presentation of new cases by OHSS by passing out
Risk Management summary reports, etc. which would
make the case more clear for Committee members to
understand.

b) The Supervisor of the employee and the employee are
then provided and opportunity to comment.
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¢) Members may ask questions of the employee and the

Supervisor.

d) After discussion to get a good grasp on what

6. Adjourn.

7. Post-Meeting Activities

happened, the members vote.

A. Minutes are prepared by the person designated to do so, which include
the following items as a minimum:

a. Persons attending,

b. Date and place of meeting.

c. Chairperson’s opening remarks.

d. Approval of previous meetings minutes.

e. Old and new business.

f.  Adjournment time and next meeting date.

g.  Summaries of cases reviewed. Case summaries shall contain
the following information as a minimum:

1v.

V1.

Vil

viil.

Date of Injury

Case numbet.
Supervisor’s name.
Description of the event.
Discussion of the event.
Root cause.
Recommendations.
Referral to Management.

Management’s comments — Accept / Reject and
referral responsible official.
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Facility Safety Inspection
Plan

Apmual inspections of Departyent facilities shall be made by Oacupational
Health & Safety Specialists 1o identgfy and elipinate safety and bealth hazards
and assure compliance with Fire Codes and Safety Regulations in acordance
with Adpanistrative Direcive 803. Inspections shall be condudted as follorys:

Inspection planning and selection. Unless otherwise dictated by pressing demands
of the Department, the Occupational Health & Safety Specialist shall inspect all
Department facilities within their organization at least once each fiscal year.
Inspections shall be performed in the following specific facilities:

a. Construction trailers, field / District laboratoties. Project offices.
b. Maintenance barns, sheds, yards, storage buildings.

c. Administrative office, basements, storage ateas, mechanical/electrical
rooms.

d. Restareas.

e. Vehicle maintenance garages, service centers, vehicle storage areas, welding
shops.

f.  Stores units and salvage yards.
g Special crew facilities.

Inspection Standards: Occupational Health & Safety Specialists shall inspect in
accordance with the policies and procedures in 29CFR1910 OSHA standard for
General Industry; 20CFR1926 OSHA standards for the Construction Industry;
appropriate National Fire Protection Association Standards, General Services
Department rule 703, and other applicable Federal, State, and local fire, building
and safety standards.
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3. Preliminary Review: The Occupational Health & Safety Specialist shall review the
previous self-inspection and annual inspection reports for the facility to be
inspected, prior to leaving for the inspection site. Part of every inspection shall be
an evaluation of corrective actions taken on previous inspections.

4. Inspection Initiation: Upon arriving at the inspection site, the Occupational Health
& Safety Specialist shall make every effort to have the supervisor or assistant
accompany him/her during the inspection. Before the inspection begins, the
inspector shall brief the accompanying individual on the purpose of the inspection
and on any special interest items to be addressed.

5. Inspection: The Occupational Health & Safety Specialist shall inspect every room,
cabinet, drawer, or other place in the facility where a fire or safety hazard could
exist. The inspection shall also include an examination of all tools, equipment,
materials, and furniture in the facility to determine if there are any hazards to
personnel or the facility itself. Any item which, in the opinion of the inspector,
poses an imminent hazard shall be red-tagged by the inspector and removed from
service. In the case of any other hazard which the inspector believes is
immediately dangerous to life and health (IDLH), the inspector shall require the
accompanying individual to notify the responsible parties and seal off and identify
the area containing hazard. The inspector should make field notes (and photos is
possible) to be researched and then incorporated into a formal inspection report.
The accompanying individual should be asked for explanations when it is
necessary to determine why particular circumstances exits. Non-compliant
conditions which are corrected on the spot and do not seem to stem from a larger
problem need not be included in the formal report.

a. Personal Exercise Equipment: During the inspection, the Occupational
Health & Safety Specialist shall ensure that no unauthorized personal
exercise equipment is utilized on Department property.

i. At the G.O. exercise equipment authorization requires written
approval from the Risk Management Bureau, Division Director,
and Deputy Secretary. At the Districts exercise equipment
authorization requires written approval from the Risk
Management Section, Business Manager, and District Engineer.

6. Reports: A report of the inspection shall be compiled and distributed as required
by Administrative Directive 803. Uncorrected observations from previous reports
shall be included in the new report and flagged as repeat observations. Those
repeat observations which have existed for several reporting periods shall be
flagged as Second Repeat, Third Repeat, etc. The inspector shall include a
recommendation for every observation noted. Pictures of non-compliant areas are
optional, but should be used when a narrative description would not be sufficient
to convey the extent or seriousness of the observation. The report shall be
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comprised of a Safety Supplemental Report containing a narrative of the
observations noted, an Inspection Reported form containing a summary of areas
inspected and references to the narrative, and a cover letter describing how and
when the supervisor should answer the report.

7. Follow-up: The Occupational Health & Safety Specialist shall follow-up on the
corrective actions required for replacing any red-tagged equipment or mitigating an
IDLH hazard as the seriousness of the condition dictates, at least within 60 days.
Follow-up on other corrective measures may be deferred until the next scheduled
inspection.

8. Supervisors shall conduct self-inspections in industrial areas at 90-day intervals
from the date of the last inspection. Office areas shall conduct self-inspections
semi-annually.

Note

See ADMINISTRATIVE DIRECTIVE 803 for further information.

29





SAFETY HANDBOORK mm

Supervisor’s Safety
Meeting Guide

This section is prepared as an aid in conducting required safety meetings. Not all
subjects addressed in the guide are applicable to every employee. Only those which are
applicable to a particular group are to be presented to that group. It is intended that
only one or two subjects wonld be presented at any particular safety meeting to allow
discussion and full understanding to take place. In fact, it is a possibility that none of
the subjects in this section wonld be presented at a given meeting becanse the discussion
would be centered on one or more of the following topics:

1.

Recent accidents/injuties of the unit ot similar group as well as a discussion of
methods to prevent a reoccurrence.

Worksite conditions which have caused near-misses or present potential
hazards to the employees with discussion on how to resolve the problem.

Applicable OSHA compliance requirements which might include Right-to-
Know, Confined Spaces, Hearing Consetrvation, Lockout/Tagout, Trenching
and Shoring as well as any other subjects that might apply.

Applicable Department directives or guidelines on Reporting Requirements,
Personal Protective Equipment, Modified Work Assighments, and Safety
Procedures.

Methods the group will employ to meet the Departments objectives specified
in the Safety Action Plan.

Applicable subjects provided in Safety Bulletins or informational letters.

Ergonomic evaluations which were done, or might be necessary to evaluate
the physical constraints of the workplace on the employees.
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Subjects discussed, corrective actions needed or taken, and the names of those
attending are to be recorded on the Departments Safety Meeting form (A-892) and
submitted to the appropriate Safety Office.

1. AIR COMPRESSORS AND COMPRESSED AIR

General

C.

d.

Follow manufacturer’s instructions on the care and lubrication of
compressed air equipment.

Guard exposed moving parts such as belts, pulleys, gears, etc. and keep
guards in place when compressors are in operation.

Do not use compressed air for cleaning / dusting off employees.

Turn off electrical power to the compressor before servicing the unit.

Operating Instructions

a.

Bleed the air tank at least once each week. Bleeding the tank is essential to
prolonging the life of the unit and keeping air tools and the compressor
free of moisture.

Before starting an air compressor, be certain that all hand operated valves
to the pressure gauge are open.

Inspect air compressor tank gauge to make sure it is registering. Also
check “kick-off” pressure to be sure it is normal.

Keep clamps tight on all air hoses. Crimp/compression type clamps ate
required. Do not use wires or water hose clamps.

The pressure relief valve must reseat and seal when tested. DO NOT
attempt to adjust these valves. Replacement items must not exceed the
working pressure of the tank and must exceed the “kick-off” pressure.

Inspect the compressor tank for dents, cracks, breaks, etc.

Always close valve at compressor end of hose to release air before
disconnecting the hose from the compressor.

For general cleaning purposes, use a pressure of 30 PSI. When bridge
deck cleaning, a pressure not exceeding 80 PSI may be used. In either
case, use only with appropriate chip guarding and personal protective
equipment.
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2. BATTERY CHARGING AND USING JUMPER CABLES

Attaching and wusing jumper cables can be extremely hazardous. When attaching jumper cables
employees shall use proper PPE (eye protection)(see AD 802 and OSHA 29 CFR 1910.133).
Excplosion may occur, serious injury may result, and equipment may be damaged. Allow only qualified
personnel to use jumpers to ensure that proper procedures are followed.

Note

If the electrolyte in the dead battery is frozen or extremely cold, the battery may blow
up when the hot surge of current is applied. Expect this to happen and protect
yourself by following the proper procedure. Do not reverse polarity. Connect positive
to positive and negative to the engine block. Ensure voltage is the same do not jump if
voltage is different.

Step one: Connect the positive cable to the positive terminal on the dead battery, and
then to the positive terminal on the hot battery

Step two: Connect he negative (ground) cable to the negative terminal on the hot
battery.

Step three: To complete the grounding, attach the negative cable to the engine block
of the dead engine as far away from the dead battery as possible. This prevents being
injured should the battery explode.

Step four: To disconnect the cables, remove the negative cable from the engine block
first, then from the hot battery.

Step five: Disconnect the positive cable from the hot battery and then from the
discharged battery.

3. BATTERY STATION

a. Locate batteries of the non-seal type in enclosures with outside vents or in
well ventilated rooms, to prevent the escape of fumes, gases, or electrolyte
spray in other areas.

b. Provide ventilation to ensure diffusion of the gases from the battery and
prevent the accumulation of any explosive mixture.

c. Never store wet batteries, battery acid, or electrolyte on high shelves.
Serious chemical burns or explosion could occur in handling if the
electrolyte spilled or the battery was dropped.

32





SAFETY HANDBOOK

Note

Battery electrolyte is basically sulfuric acid. It can cause serious chemical
burns to the body. If you should get any on your face or body, flush
immediately with a generous amount of cold water.

Hydrogen gas, which is extremely flaimmable and toxic, is formed in every
wet battery.

Do not smoke when handling batterties or within battery charging/storage
areas. Post a sign denoting “NO SMOKNG OR OPEN FLAMES” in a
designated area.

Construct and treat racks, trays, and floors to resist the electrolyte.
Neutralize and clean up any electrolyte or acid spills immediately.

Locate battery charging and storage in specially designated areas.

When charging batteries, keep the vent caps in place to avoid electrolyte
spray. Take care to assure the vent cap ports are not clogged.

Allow only qualified employee to charge and handle batteries, acid, or
electrolyte.

Locate face shields, rubberized aprons, and rubber gloves at the designated
area and wear them when handling acid or batteries.

When storing batteries, ensure the shelves are treated to resist electrolyte or cover with
heavy-duty rubber belting (OSHA 1926.403)

4. CHAINS, CABLES, ROPES AND SLINGS

General

Chains

Use only chains, cables, ropes, and slings that conform to the standards of
the American National Standards Institute (ANSI) and CFR 1910/1926

Inspect all such equipment prior to use, and as necessary during use to
ensure that it is safe. Remove defective equipment from service
immediately.

Do not subject any chain made of standard links used for hoisting or
similar purposes to loads greater than its rated capacity.
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b. Discard a chain when it shows evidence of having been stretched.
Stretching can be distinguished by small cracks or damage to the links, the
links binding on each other, or the links showing elongation.

c.  Never use twisted, kinked, or badly worn chains.

d. When used with an alloy chain; hooks, rings, welded or mechanical
coupling links, etc., shall have a rated capacity at least equal to the chain.

e. Do not use nonstandard, locally manufactured hooks and links or
makeshift fasteners formed from bolts, rods, or any other such
attachments.

Wire rope or Cable

a.  Wear leather-palmed gloves while handling wire rope or steel cable.

b. Do not use wire rope when in a length of one foot the number of visible
broken wires exceeds 10% of the total number of wires.

c. Do not form eyes in wire rope brindles, slings, or bull wires by using wire
rope clips or knots.

d. When U-bolts are used to fasten eye splices in wire rope, apply them so
that the “U” section is on the dead end of the rope.

e. Always use a thimble to form an eye in wire rope.

f.  Lubricate wire rope regularly with a suitable thin lubricant to prevent
corrosion, wear from friction, and drying out of the core. Apply lubricant
when the rope is dry.

g.  After each work shift with a crane, inspect the wedge inside the dead pin
adapter for rust, heat exposure, or wear which is forcing the wedge out.

Rope

a. Check fiber ropes before use for broken strands, cuts, and worn or frayed
spots. Replace unsafe ropes.

b. Do not use a fiber rope which is frozen or has been subjected to acids or
excessive heat for load carrying service.

c. Dry rope thoroughly after use and store them in a dry place to prevent

detetrioration.
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Slings

Synthetic fiber ropes now rival natural fiber ropes and have properties
which make their use very desirable under certain conditions. Their
successful use depends largely on the selection of the synthetic rope with
the physical properties and characteristics that most closely meet the
requirements of the job.

Slings made of chain, wire rope, or fiber rope shall comply with all
requirements set forth for those materials.

Always set the load in the bowl of the hook. Loading on or toward the
point ovetrloads the hook and leads to spreading or possible failure.

Store slings not in use on a suitable rack. Do not let them lie on the
ground or floor for extended periods.

5. ELECTRICAL

All electrical work, installation, and wire capacities shall be in accordance
with the pertinent provisions of the National Flectrical Code.

Allow only licensed electricians to work on live certificates.

Do not use portable metal ladders for electrical work or where they may
contact electrical conductors.

Use only insulated or non-conductive hand tools in good material
condition for electrical work.

When electric circuits are opened for repair, alternation or examination,
the circuit or circuits shall be locked and tagged out only by the one who
opened the circuit or under the direction of the supervisor. Take special
lock-out precautions when the circuit may be energized by an automatic
control device.

Receptacles for attachment plugs shall be the approved, concealed type
and shall be so designed and constructed that the plug may be pulled out
without leaving any live parts exposed to accidental contact.

Do not pull electrical cords from their socket by pulling or jerking on the
cord. Pull out by grasping the plug.

Use hand lamps (drop cords) of molded composition or other type of
approved for the purpose. They shall be equipped with a handle and a
non-conductive guard over the bulb which is attached to the lamp holder
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or the handle. The handle shall not be provided with an “ON-OFF”
switch or an attachment receptacle. This criterion applies only to facilities
such as patrol barns, shops, service centers, battery storage areas, and other
areas where flammable hazards exist.

Do not use worn or frayed extension cords or trailing cables.

Protect extension cords against accidental damage which may be caused by
traffic, sharp corners, kinking, or pinching.

Do not fasten extension cords with staples, hang from nails, or suspend
with wire.
Use retractable extension cords where practical.

Connecting a power strip to another power strip (“daisy chain”) to provide
the user multiple outlets can overload the circuit and is strictly prohibited.

Post suitable danger signs at all major electrical installations and high
voltage areas.

Electrical receptacles located outside buildings shall comply with code
requirements. Employees utilizing these receptacles shall assure that male
plugs, cords, connections, accessories, workmanship, and practices comply
with Federal, State and Department Regulations.

6. EXCAVATION, TRENCHING, AND SHORING

a.

New Mexico One Call shall be called (N.M. one call 1-800-321-ALERT)
and the call shall be documented before work is started.

Perform excavation, trenching, and shoring in accordance with State and
Federal Safety Regulations. (CFR 1926.650)

Before excavation work of any kind is started, inspect the site carefully for
conditions requiring precautionary measures. This is especially important
when working in developed areas and in the vicinity of roadways and
utility structures.

Attempt to determine whether underground installations may be present
(sewer, water, fuel, electric lines, etc). If so, contact the utility companies
for line locates.

Take necessary action to safeguard the public.
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L

In excavations where employees are required to enter, retain excavated or
other materials two (2) feet or more from the edge of the excavation or
provide effective retaining devices.

Support systems shall be designed by a qualified person and shall follow
good engineering practices.

If it is necessary to place or operate power shovels, trucks, materials or
other heavy objects on a level above or near an excavation, shore or brace
the side of the excavation to resist such superimposed loads.

Shore, sheet, brace, slope or otherwise support the sides of trenches in
unstable or soft material five (5) feet or more in depth to protect the
employees working in them.

When employees are required to be in trenches four (4) or more feet, an
adequate means of exit such as a ladder or steps must be provided. The
exit must be located so there is no more of twenty five (25) feet of lateral
travel to access it.

A competent person shall inspect the trench daily. If evidence of possible
cave-ins or slides is apparent, cease all work in the excavation until the
necessary safeguards can be taken.

Use Department approved personal protective equipment. (AD 802)

7. EXPLOSIVES TRANSPORTATON, HANDLING AND USE

a.

Explosives shall not be stored on Department property.

b. Explosives and detonators shall not be transported in any Department

vehicle.

8. GRAVEL PITS

a.

Strip loose unconsolidated material for a safe distance, but in no case less
than ten (10) feet from the top of the pit or quarry walls and slope it to an
angle that will prevent sliding, slipping, or cave in. A qualified person shall
determine the appropriate angle (Ref. Table B-1, 29 CFR 1926.650
Subpart B App B — Sloping and Benching). All gravel pit operations must
comply with MSHA regulations.

Do not work near or under dangerous banks. Take overhanging banks
down immediately and correct other unsafe ground conditions promptly.
If you cannot take action quickly, batricade and post the dangerous area.
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9. HAND TOOLS

Wrenches

a. Use wrenches that are the right size and type for the job.

b. Do not extend wrench handle with a pipe or other cheater, as jaws will be
sprung,.

c. A loose wrench will slip and cause injury. A loose wrench also ruins the
corners of cap screws and nuts

d. Pulling on the wrench is the proper way to use it. It is not advisable to
push a wrench as slippage may cause injury to your hands, face, or body.
If you must push on a wrench, do so with a stiff arm, holding your face
and body back.

e. Do not use pipe or stilson wrenches as adjustable wrenches. Keep jaws
and corrugations sharp, clean; handles and adjusting screws in good
condition.

. Always place wrenches on nuts with the jaw opening facing the direction
the handle will move.

Screwdrivers

a. Do not use a screwdriver as a chisel, wedge, hammer, pry-bar, or for any
purpose other than intended.

b. Keep the tips of the common screwdrivers ground and propetly squared
across.

c. Select a screwdriver to fit the size of the screw being driven. Do not grind
to a fine point to fit all screws.

d. Keep shank directly over screw being driven. Do not lean on screwdriver
or push with more force than necessary to keep contact with screw. A
screw propetly fitted and piloted will draw itself into proper position when
turned.

e. Do not try to drive screws which cannot be turned by using a hammer

i.  Use screwdtivers with insulated handles for electrical work.

ii. Do not catry unguarded screwdrivers in pockets.
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Only use pliers when no other tool will do the job. Never use pliers as a
wrench.

1. Use cutting pliers for cutting soft metals only, never for hardened
metals. Do not use pliers as a nail puller. Use insulated pliers for
electrical work.

Wire Cutters

Hammers

When using wire cutters, guard against fingers being pinched or crushed.

When cutting short ends of wire, cut away from the face to protect the
eyes from flying particles.

When cutting wire under tension, grasp wite close to the cutter and stand

where the other end cannot strike you when the tension is suddenly
released. Wear proper P.P.E. which includes gloves and eye protection.

Select the proper type of hammer for the job.

Keep the faces of claw hammers well dressed and not too smooth to
reduce the hazard of nails flying while getting started.

Sledge Hammers

a.

Never use a sledge hammer to strike objects at or above shoulder height.
Use a platform to lower the striking point to below the shoulders.

Select the proper weight sledge for the job.

A person holding a stake, nail, pin, or wedge that is being hit by another
person shall place himself at a right angle of the sledge hammer and use a
holding device to grip the driven item.

Pick, Hatchets, Axes, Adzes, Bush Hooks

a.

b.

Keep points and edges sharp and propetly dressed. Keep wooden handles
free of splinters or cracks and tight at the tool.

When using “swinging” type tools, make sure you have sufficient clearance
to swing so as to avoid injury to yourself and others. Space legs evenly
apart on secure footing and avoid swinging too close to the feet.
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c.  When using an adze, spread legs with object to be trimmed between legs
and avoid cross angle cuts. Cut straight back with a gentle swing.

d. Sheath points and sharp edges of these tools or place them in vehicles so
as not to become a hazard to occupants.

Files and Rasps

a. Use handles on a file or rasp, except for those not designed for them.

b. The correct way to hold a file or rasp is to grasp the handle firmly in one
hand and use the thumb and finger of the other hand to guide the point.

c.  When filing or rasping, pay attention to your work. When filing against
the cutting edge of a tool, use controlled strokes and keep fingers out of
alignment with the cutting surface as much as possible.

d. Never use a file or rasp as a pry, chisel or similar tool. Never carry

unsheathed files in pockets.

Chisels, Wedges, Punches, Drift Pins

a.

€.

Use tools which are suitable and heavy enough for the job, and drive them
with a hammer of sufficient weight.

Any tool which is driven by striking with a hammer or other instrument
will tend to “mushroom” at the head end. These tools must be replaced.

Wear goggles when chipping. Always chip away from yourself and
protect others with screens.

Hold chisels, wedges, and drift pins that are being stuck by others with
tongs or other holding devices.

When sharpening, always maintain original shape and angle.

Forks, Hoes, Rakes, Shovels

a.

C.

Never leave these tools lying around with teeth or blades in an upright
position. Various setious injuries can result if they are stepped on.

Place these tools in an upright position when not in use on the job or far
enough away from the walking area that they will not cause a trip hazard.

When lifting with a long handled tool, place one hand close to the load to
lessen the strain on you and the handle.
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Jacks

Never substitute these tools for a crowbar. Keep all handles free of
splinters and cracks.

Legibly mark the manufacturer’s rated capacity on all jacks and do not
exceed.

. Jacks shall have good bearing on both base and load to prevent tipping or

shifting of load. Where there is a possibility of slippage on the metal cap
of a jack, place a wood block between the cap and the load.

When possible, remove jack handles from jacks under load.

1. When using bumper or hi-lift jacks, chock and
block the load to prevent it from moving or falling.

Keep the handle against the steel standard (bar) with the handle clip
holding it when not lifting or lowering.

Place the jacks base plate securely on a firm, level, and dry surface with the
steel standard (bar) pointed straight up.

Lifting the reversing latch until it locks in the up position.

Grasp the handle firmly with both hands. Carefully pump the handle up
and down to raise the load. Do not use an extension on the handle.

Never go underneath a raised load off the jack.
Never push a raised load off the jack.

Leave the handle of a wheel jack in a raised position after each jacking
operation and when not in use.

Do not lean over a jack handle when the jack is under load.

Make sure everyone is clear of the load before lowering,

. Keep hydraulic floor jacks in good working condition. Ensure all

hardware connections are secure and all retainer pins are in place. The
supervisor shall inspect all jacks during facility self inspections.
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Note

Employees shall conduct daily visual inspections of tools to be used. If tools are found
to be unsafe they shall be red tagged and the supervisor shall be advised. Supervisors
shall conduct monthly inspections of all tools and red tag and replace or fix any unsafe

tools.

10. LADDERS AND SCAFFOLDING

Ladders

Before putting a new ladder in service or using a ladder inspect it for
defects. Never use a defective ladder. Tag or mark it so that it will be
repaired or destroyed.

Do not use makeshift ladders (i.e. cleats fastened over a single rail).

Ensure portable ladders have safety feet, and place them on a substantial
base. Keep the area around the top and bottom clear.

Tie, block, or otherwise secure a portable ladder when in use. Guard the
base with another worker to prevent movement.

Use portable ladders at such a pitch that the horizontal distance between
the base of the ladder and the wall or other vertical surface which the
ladder is leaning is equal to 1/4 of the working height of the ladder (the
length of the ladder between the foot and there is rests against the vertical
surface).

Do not use ladders in a horizontal position as platforms, runways, or
scaffolds.

The side rails of a ladder shall extend not less than 36 inches above the
landing.

Never place a ladder in front of a door that opens toward the ladder unless
the door is locked, blocked, or guarded.

Never lean a ladder against unsafe backing such as loose boxes, barrels,
window panes, etc.

Secure both bottom and top to prevent movement when using a ladder
for access to scaffolds.
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Always face the ladder when ascending or descending. Hold on to the side
rails with both hands using a 3 point stance. Never slide down a ladder.

Be sure that shoes are not greasy, muddy or slippery before climbing up or
down a ladder. Also ensure the ladder is clean and free of trip hazards.

Raise or lower material by rope, block and tackle, or pulley. Catry nothing
that might prevent the use of both hands in ascending or descending a
ladder.

Do not splice short ladders together.

Work facing the ladder while holding on with one hand. Do not reach a
distance which would take your torso past the edge of the side rails; move
the ladder.

A body harness shall be used if the nature of the work meets the
requirements of 29 CFR 1926.500.

On a windy day, only use a ladder in an emergency. Tie it securely to the
surface it rests against and assign another worker to guard the base.

Do not climb higher than the third rung from the top on straight or
extension ladders, or the second rung from the top on step ladders.

Use scaffolds rather than step ladders if the job requires a lot of movement
or exertion.

Do not use metal ladders for electrical work or where contact with
electrical conductors may exist.

Never paint wooden ladders but regular coatings of linseed oil, shellac or
clear varnish are permitted.

Inspect ladders for structural damage, loose or broken rungs, wear,
corrosion or rotting of any components before use.

Store ladders where they will not be exposed to harsh weather conditions.

Hang ladders on brackets against a wall or place them on their side on
racks rather than storing flat. This helps to prevent warping, loosening of
the rungs and other structural damage.

Scaffolds and Scaffolding

a.

Erect scaffolds in accordance with Federal and State requirements.
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b. Erect, move, dismantle or alter scaffolds only under the supervision of
competent persons.

c. Provide sound, rigid footing which is capable of carrying the maximum
intended load for the scaffolding without settling or displacing. Do not
use unstable objects such as boxes, batrels, loose bricks, or concrete blocks
to support scaffolds or planks.

d. Guard platforms four or more feet above the adjacent floor or ground
level using standard railing. Provide the railing with a toeboard whenever
persons or equipment can pass underneath or falling materials would pose
a hazard.

e. Construct guardrails of 2x4 inch lumber or an equivalent material that
withstands 200 pounds pressure on the top rail. Guardrails shall measure
42 inches high. The midrail shall be fabricated from 1x4 inch lumber or
equivalent material. The toeboard (if required) shall be a nominal 4 inches
in height.

f.  Use safety belts, lifelines and lanyards in accordance with OSHA standards
(29 CFR 1910.66 (c)) for powered platforms, manlifts, and vehicle
mounted work platforms.

g. Provide safety nets where the use of ladders, scaffolds, safety lines or safety
belts are impractical.

11. MATERIALS STORAGE

General

a.  All materials in bags, containers, bundles or stored in tiers shall be stacked,
blocked, , interlocked and limited in height so they are stable and secured
against sliding or collapse.

b. Keep aisles and passageways clear and in good repair to provide for the
free and safe movement of material, handling equipment, and employees.

c. Segregate non-compatible materials in storage.

d. Store flammable liquids and greases in areas posted as “NO SMOKING”
and in accordance with the National Fire Code.

e. Store corrugated metal and flat iron in a flat position.

f.  Keep fittings or all kinds in suitable, appropriately marked containers or
bins.
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g.  When handling materials, use appropriate Personal Protective Equipment.
h. Remove nails from opened boxes and kegs which are used for storing or
carrying matetial.
1. Dispose of waste materials and debris in accordance with the appropriate
regulations for the type of material.
Bagged Material
a. Do not stack bagged material more than ten bags high without setback,
except when sides are retained by walls of sufficient strength.
b. Place the bags around the outside of the stack with the mouth of the bag
facing to the center of the stack and cross-tied.
c. When moving sacks, keep the pile as even as possible, with setback
maintained.
d. Employees shall handle bagged material in such a way that it will reduce
the potential of breakage or personal injury.
Lumber
a.  Withdraw all nails from used lumber before stacking.
b. Stack lumber on level and solid supported sills. Stacks shall be stable and
self-supporting.
c. Remove boards from the end of the stack. Use two persons to carry

boards 12 feet in length or longer.

Structural Steel, Bar Stock, Poles, Pipe and Other Cylindrical Materials

a.

Unless racked, stack and block such material to prevent spreading, tilting
or rolling.

Segregate materials as to kind, size, and length. Place in neat and orderly
piles.

To prevent injury, remove material by working from the end and not the
side of the pile.

Handle pipe larger than two inches by using a hardwood pipe stick, dolly
or crane.

Two persons shall carry pipe when its length makes it to unwieldy for one.
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Gas Cylinders

a.

Identify contents by the name marked on the cylinder. If the marking
specifying the contents is missing or not legible, do not use the cylinder!
Return it to the supplier. Do not rely on color to identify cylinder
contents.

Do not remove or change any markings stamped on a cylinder.

During inside storage, do not place oxygen cylinders within twenty feet of
cylinders containing flaimmable gases or combustible materials unless they
are separated by a fire resistant partition with a one-half hour minimum
rating.

Store all cylinders in an upright position, with the valve protection cap in
place and secured to a stable structure (i.e. wall or cart) prevent falling.

Do not store cylinders near sources of heat (i.c. radiators or furnaces), or in
the direct rays of the sun.

Protect cylinders stored outside from ice and snow and direct sunlight.

Do not store cylinders on gangways, aisles or other places where traffic
could potentially strike them, knock them over, or otherwise damage
them.

Do not contaminate cylinders or valves with grease or oil.

All gas systems shall have reverse flow check valves to prevent backflow
into the fittings and all couplings shall be secure.

Never place cylinders in such a position as to become part of an electrical
circuit.

Never strike an arc on or tap and electrode against a cylinder.

Cylinders may be rolled on the bottom edge but they should never be
drug. Transport Cylinders weighing more than forty pounds on a hand or
motorized truck.

Protect cylinders form cuts and abrasions.

Never lift a cylinder by using slings, the cap, or an electromagnet.

When cylinders are transported, secure them in an upright position to

prevent hitting against each other or falling over (gauges shall be removed
and safety caps in place to prevent damage to valve).
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p.  When handling cylinders, take care not to drop them or strike them against
other objects.

q. Never use cylinders as supports or rollers.

r.  Always treat cylinders as if they were full. Pressurized cylinders can still
dangerous when almost empty.

s.  Mark empty cylinders “EMPTY” or “MT.” Keep empty and full cylinders
separated.

12. MULTI-PIECE RIM SERVICING
a. Train any employee who services multi-piece rims in the proper
techniques ptior to assigning him/her that job. The trainer and employee
shall document and sign the training record.
b. Post applicable charts or rim manuals in the rim servicing work area.
c. Use a restraining rack, cage or similar device and keep it in good repair.
d. Use only those tools designated in the rim servicing manual.

e. Interchange components only as allowed by applicable charts.

f.  When a tire is inflated, keep clear of any possible trajectories of the rim
components.

g.  Destroy components which are pitted, bent out of shape, or broken.
h. Mating surfaces shall be clean and smooth.
i. Do not heat wheel components to facilitate assembly/disassembly.

j- Do not hammer or strike components to adjust seating while the tire is
inflated.

k. Completely deflate the tire by removing the valve core before removing
the wheel from the axle.

13. OFFICE SAFETY
Furniture

a. Place heavy materials stored in a file cabinet in the bottom drawers.
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b. Open only one file drawer at one time to prevent the file cabinet from
tilting forward. Where practical, secure file cabinets to wall or floor to
prevent them from tilting,

c. Keep all furniture drawers and doors closed unless the user is in the
immediate area.

d. Do not pull a drawer out to its full extent because the stop may be broken
and the drawer could fall causing a personal injury.

e. Replace glass desk-top protectors whenever they sustain breaks or are
shattered. The replacement shall be fabricated from plexi-glass at least 3/8
of an inch thick.

f. Examine furniture regularly for weakened or broken parts and other
defects. Take items of furniture with defects out of service until they can
be replaced or repaired.

g. Do not lift a swivel chair unless absolutely necessary. The base may be
loose and cause a personal injury to the foot.

h.  When moving furniture around in an office setting, obtain sufficient help.
Remove items from desks, cabinets, and bookcases to lighten the load.

Sharp and Pointed Objects

a. Keep razor blades, pins, and thumbtacks in containers not loose in a desk
drawer.

b. Wrap broken glass, pins, or other sharp-edged materials in paper or other
protective material before disposing in a waste basket to prevent personal
injuries to others using the trash.

c. Wear hand protection when handling large amounts of paper to avoid

cuts.

Office Machines and Equipment

a.

Heaters and fans shall be placed in such a away that employees cannot
come in contact with them. Heaters shall conform to the rules set forth by
the General Services Bureau and have all current safety features (l.e. “tip
over” switch).

b. Guard belts, gears, pulleys, and rotating parts of office equipment.
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All electrical equipment and installation practices shall conform to the
requirements of the National Electric Code.

Unless you are certified and trained to do so, do not attempt to adjust or
repair any electrical equipment.

Never use frayed electrical extension cords.

Never use electrical extension cords across a walking surface (it may cause
a trip hazard).

Never ovetload electrical circuits.

Do not store equipment and heavy objects on window sills, ledges, tops of
cabinets, or other areas not designed for such storage.

Do not store flammable liquids (i.e. paint or solvents) or explosives in a
room used as an office.

Dispose of oily cleaning rags promptly and propetly.

Keep storage and supply rooms neat and orderly

Make sure doors or exits are not blocked.

NFPA approved metal storage cabinets shall be used for storing quantities

of flaimmable and combustible liquids. Cabinets shall be conspicuously
labeled “FLAMMABLE — KEEP FIRE AWAY.”

14. POWER TOOLS

General

a.

Maintain all power tools whether furnished by the Department or the
employee in s safe condition. Repair or replace defective tools.

When a tool is in use, equip it with any guards it is designed to
accommodate.

Comply with all State and Federal laws regulating the use and maintenance
of power tools.

Permit only trained personnel to operate power tools.

Use appropriate personal protective equipment when operating power
tools (AD 802).
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Electric Power Tools

a.

b.

C.

d.

™

1.

j-

Use only double insulated or propetly grounded electrical power tools.
Do not use the power cord to hoist or lower an electric tool.
Use three wire extension cords with power tools that are not double insulated.

Use a single extension cord which is long enough to reach the worksite rather
than a series of shorter cords.

If an extension cord must be used, connect it to the tool first then to the
power source. This procedure will trip the breaker rather than shock the
individual if a short is present.

Inspect power cords frequently for breaks in the insulation especially at the
socket and at the point of attachment to the tool. Replace attachment or
replace tool immediately.

Never cut off the ground prong on the plug of a three wire power cord. Use
and adapter which is propetly attached to the outlet when it will not accept a
three wire connector.

Disconnect power tools when making adjustments, performing repairs, or
changing attachments.

Ensure that workers have dry footing when using electric power tools. If it is
necessary to work in wet or damp locations, use insulated platforms (or rubber

mats) and rubber gloves.

Never use electric power tools if the operator has to stand in water.

Bench, Stand, and Portable Grinders

a.

b.

C.

d.

Provide bench and stand grinders with an approved protection hood on the
wheel. The user shall ensure the hood covers at least three fourths of the wheel
and has sufficient strength to retain fragments.

A full face shield shall be worn even though the wheel has a glass shield.

The adjustable tongue guard (chip guard) shall be in place at all time and set no
more than 1/4 inch from the wheel.

The tool rest shall be in place at all times and set not more than 1/8 inch form
the wheel.
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j-

Stand out of line of the abrasive wheel when starting the grinder until the
wheel reaches maximum speed.

Only use the face of the wheel unless it is designed for side grinding,.

Check grinding wheels periodically for chips and cracks and discard as soon as
they appear.

Check replacement wheels to assure it meets the maximum RPM requirements
for the particular grinder in use.

Do not use 1/2 inch grinding wheels in shop or patrol facilities.

Only use wire wheels which have bristles that are straight and separated.

Circular Saws

c.

Equip all circular saws with a fixed guard over the upper half of the blade and
a moveable guard over the lower half. When withdrawn from the work, the
lower guard shall automatically and instantly return to the covering position.

Check saw blades regulatly and keep them in good condition.
Use the blade recommended for the type of material being cut.

Do not jam or crowd the saw into the work. Cut green or wet material slowly
and with extra caution.

Check all material being cut for nails, hard knots, etc.

Table Saws or Bench Saws

a.

b.

Do not force material through a saw faster than the saw can easily cut.
Keep all guards in place.

Keep hands out of the line of the cut. Never reach in front of a moving saw
blade.

When ripping stock close to the guide fence or when cutting short pieces, use
a push stick to keep fingers away from the saw.

Never adjust the saw guard or fence guide while the saw is running.

Never leave a saw until the blade stops turning.
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Chain Saws and Other Fuel Powered Tools

a. Use extreme caution when using a chain saw because the cutting mechanism is
unguarded. All operators shall be trained before use.

b. Wear eye, ear, hand, foot, and head protective equipment as well as leg chaps
when using chain saws.

c. Before starting the engine make sure the cutting chain is free of obstructions.
d. Do not wrap the starting rope around your hand or wrist.

e. When cutting, stand with legs well apart or stand to one side of the saw to
avoid being struck on the legs if a kick-back occurs.

f.  Shut engine off before refueling, making adjustments, or replacing the chain in
the guide rail.

g.  Check the chain for tension approximately every hour during use.
h. Never leave a chain saw unattended while it is running.
1. Turn off all fuel powered tools before servicing, maintenance, or refueling.

j. Transport, handle, and store fuel in safety containers which are labeled
appropriately.

k. Store and transport fuel powered tools so that the fuel will not spill. Clean up
any spillage immediately.

. When fuel powered equipment is used in enclosed spaces, ventilate the area or
wear appropriate protect equipment.

Pneumatic Power Tools

a. Secure the hose or whip to the tool by some positive means to prevent the
tool from being accidentally disconnected.

b. Install and maintain safety clips or retainers on all pneumatic impact tools to
prevent attachments form being accidentally expelled.

c.  Never stand in front of pneumatic power tools in operation.

d. Shut off the air supply at the source and bleed the line before making repairs
or adjustments to a pneumatic tool.
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e. Wear appropriate eye and ear protection when operating a pneumatic tool.
Wear safety-toe shoes or toe guards if the tool is a hammer or drill.

. Inspect supply hoses regulatly and replace damaged hoses.

g. Route hoses in the best manner possible to prevent trip hazards.

h. Do not use hoses for hoisting or lowering tools.
Powder-Actuated Tools

a. Allow only trained employees to operate powder-actuated tools.

b. Immediately remove any tool which is not in proper working order or which
develops a defect during use.

c. Load tools just prior to the intended firing time and do not leave a loaded tool
unattended.

d. Protect these tools in storage to prevent their unauthorized use.
e. Do not use these tools in an explosive or flammable atmosphere.
. Never point a powder-actuated tool at anybody (empty or loaded).

g.  Keep hands clear of the open barrel end.

Note

Wear safety goggles at all times when operating these tools. Use other protective
equipment as appropriate. Employees shall conduct a daily visual inspection of tools
being used. If an employee finds an unsafe tool, the employee shall red tag that tool
and advise the supervisor. Supervisors shall conduct monthly inspections of all tools
and red tag, replace, or fix any unsafe tools.

15. REST AREAS
a. Propetly identify, store, and handle all chemicals used on each site.

b. Wear proper eye and skin protection when cleaning or performing
maintenance in areas where exposure to bodily fluids is likely.
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ok

Disinfect tools or equipment used to clean toilet areas or any other
locations where exposure to bodily fluids is likely with a bleach solution
after each use.

Ensure barricades erected to direct pedestrian traffic or keep vehicles off
certain areas are highly visible, even at night.

Keep sidewalks clear of debiris, ice, and snow.
Examine all fixtures often and repair as necessary.

Mark all abrupt changes in grade of sidewalks with striping to indicate the
hazard.

Equip all receptacles in restrooms with circuit interrupters (GFCI).

In areas which have potable water and RV dump stations, equip the water
outlet with a non-return valve to protect against siphonage from the RV
waste tank into the system.

Post bi-lingual signs to notify the public if the water is non potable or there
are dangerous animals to be alert for.

Apply a non-skid surface to restroom floors.
Equip trash cans with self-closing lids.

Fabricate mirrors from a highly polished stainless steal or aluminum and
bolt them to the walls.

Securely attach handicapped stall rails which conform to the Americans
with Disabilities Act.

Place a “WET FLOOR” warning sign where the public can see it upon
entering a restroom whenever the restroom is being cleaned or during

inclement weather.

Provide adequate and serviceable lighting for all walkways.

16. CONFINED SPACES

A confined space is defined as an enclosed space which:

a.

b.

Is large enough that an employee can enter and perform assigned work.

Has limited or restricted means for entry or exit (i.e. tanks, pits, vaults).
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c. Is not designed for continuous human occupancy and has one or more of
the following characteristics:

1. Contains or has a known potential to contain a hazardous
atmosphere.

2. Contains a material with the potential for engulfment of an
entrant.

3. Has an internal configuration such that an entrant could be
trapped or asphyxiated by inwardly converging walls or a floor,
which slopes downward tapering to a smaller cross-section.

4. Contains any other recognized setious safety and health hazard.
Employees Shall:

a. Comply with all provisions of the permit in regard to personal protective
equipment and any preparation of the confined space prior to entering.

b. Prominently display the words “HOT WORK” on the permit if welding
or cutting is to be done.

c. Issue a permit to contractors as well as employees if work is to be done in
a confined space.

d. Ensure there is a minimum of four (4) persons per operation and have the
appropriate OSHA training as pertains to Confined Spaces.

17. SANDING, SALTING, AND SNOW REMOVAL OPERATIONS

a. Allow only trained, experienced operators to operate snowplows.
Operators shall be familiar with the roads they will be plowing and the
location of obstacles along the roadway.

b. When spreading ice and snow removal substances, and while plowing
snow, the operator must ensure that all flashing warning lights, as well as
all other lights required by law are in operation.

c. Ifit becomes necessary to crawl under the equipment, eye protection must
be used to prevent ice, snow, sand, or other substances from getting in the
eyes.

d. Be alert to on-coming traffic and make approptiate adjustments to avoid
throwing chunks of ice through windshields or obscuring the vision of
others.
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e. Reduce speed, even to the point of stopping for the safety of other drivers.

. Be alert for sudden swerves of the plow when striking frozen masses of
snow to avoid collision with other vehicles.

g.  Be especially alert when changing lanes or crossing medians.

h. Do not extend plow blades into other traffic lanes unless you can do
safely.

i.  Use 3/8 inch chain or larger for snowplow suspension chains.

j.  Signage shall be properly mounted on the rear of the truck and shall be
kept clean and visible at all times.

Scheduling for Emergencies

1* response shift: An employee may be scheduled to work up to (8) hours of
overtime immediately following the end of his/her shift, if it is the first
extended shift scheduled in response to a storm or emergency. Any
combination of normal hours and overtime hours worked during that initial
shift should not exceed sixteen (16) hours in that twenty four (24) hour period.
A break of twelve (12) hours must follow that shift.

2™ response shifts: An employee who has worked his/her normal cight (8)
hour shift, and has had an eight (8) hour break from work, may be scheduled
to work twelve (12) hours in the 2™ response shift.

Additional Shifts: Additional shifts can then be scheduling over prolonged
periods of time, on twelve (12) hour cycles with employees (crews) being
scheduled to work alternating shifts (TWELVE HOURS ON / TWELVE
HOURS OFF).

18. SURVEY CREWS

a. Control traffic for surveying operations on and adjacent to the roadway in
accordance with illustrations in the Department Maintenance Traffic
Control Plan.

b. Promptly remove signs or face them away from traffic when work is
completed or suspended.

c. Putinstruments together or take them apart clear of the traffic lanes.

d. Use a sufficient number of flaggers to slow or stop traffic when working
on the roadway.
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e. Use instruments on the roadway only when absolutely necessary.

f. Do not attempt to carry the instrumentation on the shoulder or in the
arms while climbing over a fence or other obstacle.

g. Do not allow traffic to continually run over tapes.
h. Do not follow other employees too close when walking through brush.
1. Consider all overhead lines to be live and have power.

j. Never throw a tape over a high voltage line or allow the wind to blow it
into the line.

k. In the vicinity of overhead power lines, do not measure with metal level
rods or range poles. Use survey methods to obtain measurements or
coordinate with the local power company.

1. Wear appropriate personal protective equipment for the job being done
(AD 802).

Note

See 2000 Survey Handbook, 102.05 through 102.06.3 for further safety information.

19. TRAFFIC CONTROL

a. Know and recognize proper traffic control procedures and layouts. Take
immediate action to correct noted deficiencies.

b. Use traffic control devices which conform to the most current Manual on
Uniform Traffic Control Devices (MUTCD) and Department regulations.
Supervisors must ensure that signs, cones, flaggers, barricades, etc. are
propetly placed and functioning as required.

c.  Supervisors shall coordinate with the Traffic Engineer to provide training
of their personnel in the Advance Traffic Control Course (ATCC) (must
also comply with the provisions of Administrative Memorandum 182-93).

d. Use reflectorized or lighted signs during ours of darkness.

e. Institute additional precautionary measures when necessaty to protect the
traveling public and employees.
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f.  Traffic Engineers or Risk Management Staff may inspect Traffic Control
Plans and operations.

20. VEHICLES

General

a. Come to a complete stop at all “STOP” signs and never block the
pedestrian crosswalk at intersections.

b. Stop any vehicle carrying explosive or flammable materials within fifty (50)
feet, but not less than fifteen (15) feet from the nearest rail of a railroad
crossing on grade. Do not proceed until certain that the way is clear.
Upon proceeding, do not shift gears while crossing the track or tracks.

{Exceptions} A Stop is not necessary at any crossing which is:

1. Controlled by a police office or traffic control person who
directs traffic to proceed.

2. Used exclusively for industrial switch purposes within a
business district.

3. Controlled by a traffic light.

4. Marked by a sign indicating “EXEMPT CROSSING” or
“ABANDONED CROSSING.”

c.  When slowing, stopping, passing or turning, use the appropriate signal. If
directional signals are not working, use arm and hand signal. Make sure
the proposed action can be undertaken without posing a hazard to traffic.
Do not pass or turn around at the top or brow of a hill, on a cutve, or any
place where you do not have sight distance of one thousand (1000) feet or
more unless you are protected by a flagger or law enforcement officer.

Chock Blocks

a. In an effort to reduce the number and severity of vehicle accidents
caused by runaway vehicles, all Department employees shall secure
their vehicles/equipment as follows:

1. Equipment Operators and Truck Drivers

a. All trucks one ton and heavier shall be equipped with
“chock blocks” that are 6x6 and have a handle on each
block or a rope connecting them. Chock blocks shall be
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2.

Note

used by drivers to secure their truck anytime they park and
are not physically in control of the vehicle.

When parking, drivers of pickups, suburbans, passenger cars, and
other 4x4’s shall secure their vehicle against movement by.

a. Placing the vehicle in park and set the parking brake
(automatic transmission), or place the vehicle in first gear
or reverse and set the parking break (standard
transmission). When parking on a grade, turn the front
wheels into the right side of the grade as an additional
precautionary measure.

Depending on District work circumstances and need, drivers of pickups or like vehicle
may be required to chock their vehicles when in work zones.

Backing

a. Drivers must avoid backing whenever possible; if it is necessary to back a
vehicle, drivers must:

1.

When parking at a curb, allow sufficient distance ahead to pull out
without backing.

Not turn into or park where backing will be required into traffic,
into intersections, over pedestrian crosswalks, or around corners.

Walk around the vehicle before backing to determine if there is
sufficient room to accomplish the maneuver.

Back slowly and cautiously while looking to the rear. BE ALERT
FOR VEHCILES OR PEDESTRIANS ENTERING THE
SPACE BEHIND YOUR VEHICLE WHILE BACKING.

Request a fellow employee to stand on either side of the vehicle in
full view of the driver, any pedestrian, and traffic to aid in backing
safely. Use as many assistants as necessary to cover all of the area
in which the backing will occur. Use voice or hand signals, the
meaning of which has been discussed prior to backing the vehicle.

Install back-up alarms on all vehicles required to have them (29
CFR 19263602) and ensure they are kept operable.
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Turning

a.

Before slowing down, turning, or changing lanes check to see if the maneuver
will pose a hazard to surrounding traffic.

In urban areas, let other drivers know about the intended turn by giving the
proper signal not less than one hundred (100) feet prior to turning. In rural
areas give a signal at lease five hundred (500) feet before turning.

When making a left-hand turn, give the proper signal, slow down gradually and
watch the following traffic closely in the rear-view mirrors to determine if it is
slowing down, stopping or passing. Be sure the way is clear and you are in the
proper turn lane. Make the turn so as to enter on the right of the centerline of
the road being entered. On multi-lane roadways, enter the left lane or if turns
are allowed form several lanes, finish the turn in the same in which it was
started.

Do not swing wide into another lane of traffic to make a turn, except for large
trucks where a reasonably wide swing is necessary.

Parking

a.

If it is necessary to park vehicles or equipment on opposite sides of the
roadway, place them completely off the travel lanes and separate them by at
least three hundred (300) feet.

Park a vehicle along a roadway so that the open doors will not extend into the
travel lane.

When parking a truck on an up or down grade while leaving the engine
running keep the service brakes applied, while another employee puts the
chock blocks in place. If no one is available to help kill the engine, set the
hand brake, select the proper gear, place the chock blocks and then restart the
engine. Before driving away, repeat the above procedure to remove the chock
blocks. Do not depend solely on the hand brake or other braking devices
while setting or removing chock blocks.

When a vehicle is parked at a loading platform or ramp, shut off the engine,
place transmission in reverse, apply the hand brake securely and place chock
blocks at the rear wheel.

If it is necessary to stop a vehicle or other equipment on the roadway, the
driver or another person must direct traffic around this temporary obstruction.
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Towing

a.

The towing of trailers and/or equipment shall be in accordance with
manufacturers recommendations but not to exceed tongue weight or speed:

Vehicle Examples of Items That Can be Safety Towed

1/2 ton trucks Porta-Potty, arrow boards, air compressors, and single
axle trailers.

3/4 ton trucks All of the above.

1 ton trucks All of the above and storage trailers.

5 yd. dump trucks All of the above and sign trailers, low-boy trailers

10 yd. dump trucks All of the above and pup-trailers.

b. Trucks used for towing shall be free of heavy equipment in the bed of the

truck so weight capacities are not exceeded.

Towing Speeds

a.

To prevent trailers from fishtailing due to excessive speed or winds, the towing
speed shall be ten (10) miles per hour (M.P.H.) under the posted speed limit
when the posted speed is sixty five (65) M.P.H. or higher. The towing speed
shall be five (5) m.p.h. under the posted speed limit when the posted speed
fifty-five (55) or lower. Under no circumstances shall the speed exceed the
posted limit.

Safety Checks

a.

A safety check of the towing hitch, safety chain, and trailer lights shall be made
within the first twenty-five (25) miles after beginning of the trip.

Subsequent safety checks shall be made each one-hundred fifty (150) miles or
three (3) hours after the initial safety check.

Safety checks, along with the vehicle mileage at the time of the safety check
shall be noted on the equipment usage report in the comments section.

Parking of Trailer

a.

When parking a vehicle with a trailer, park in such a manner that does NOT
require backing up, except when unloading the trailer.
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b. When disengaging the trailer, chock block the trailer wheels to prevent

unexpected movement.

c.  When towing a trailer, maximum gross combined weight rating (GCWR) shall
not be exceeded. When loading the tow vehicle and the trailer, the weight
must be distributed between the tow vehicle and the trailer so neither gross
vehicle weight rating (GVWR) nor the trailer weighting rating nor the trailer
torque weight rating of the tow vehicle are not exceeded.

Roadside Conferences

a. Employees must not hold roadside conferences while standing on the traffic
side of vehicle, even if the vehicle is parked on the shoulder. Always stand on
the side of the vehicle away from traffic.

b. Never block a traffic lane while conversing with someone.
Department Vehicles Traveling Together

a.  When two or more vehicles are traveling in convoy outside of a business or
residential district, leave a distance of no more than three hundred (300) feet
between the lead and following vehicles.

Note
When one vehicle is escorting another, shorten the distance if necessary, but never
closer than the recommended following distance for the speed traveled.
Disabled Equipment

a. If possible, move a vehicle off the roadway before making repairs. If it is
not possible to get completely off the roadway, place the appropriate
warning devices behind the vehicle.

Emergency Warning Devices for Large Vehicles

a. Equip all Department trucks, tractor trucks, and road tractors which have
a width greater than eighty inches with the following:

1. Three (3) D.O.T. approved bi-directional reflectors.

2. Two (2) 127 x 127 red cloth flags with standards that keep them in
an upright position.

3. 'Three (3) flares and fusees (NMSA 66-3-849).
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b. At night, except in urban areas where there is sufficient street lighting to allow
the vehicle to be cleatly seen at five hundred feet, do the following if a large

vehicle is disabled:

Note

1. Immediately turn on the warning signal lamps.

2. If the stop is to exceed ten (10) minutes, immediately place warning
devices on the traveled portion of the highway as follows:

i

1.

The first shall be a lit flare and emergency reflector placed on
the traffic side of the vehicle not less than ten (10) feet to the
front of the vehicle not less than ten feet to the front or near,

Then within the burning time of the flare, place emergency
reflectors approximately one hundred (100) feet to the rear in
the center of the traffic lane occupied by the disabled vehicle
facing approaching traffic and ahead in the center of the traffic
lane occupied by the vehicle and facing toward approaching
traffic.

If the vehicle is located within five hundred (500) feet of a curve, hillcrest, or other
obstacle, extend the one hundred foot distance for the warning device up to but no
more than five-hundred (500) feet from the disabled vehicle. This provides ample
warning to on-coming traffic.

If an engine or snow removal equipment stalls at night, place a
reflector approximately ten feet to the rear on the traffic side
before turning off the lights to restart. Recover the reflector
after the engine has been restarted.

Transportation of Passengers

a. Do not allow anyone to:

1.

2.

Get on or off any equipment while it is in motion.

Ride in any position where arms or legs extend outside the vehicle or
hand over the tailgate.

Ride on the hood, fender, running board, bumper, top, or side of any
vehicle at any time unless a specially designed platform exists for that

purpose.
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Loading

Lights

Driving

4, Ride on a trailer.

5. Ride in the bed of a dump truck unless there is an EXTREME
EMERGENCY (the truck bed must be clean, blocked down, and the
tailgate chain locked).

Prohibit scuffling or horseplay in vehicles

1. Before entering any vehicle, remove any equipment (spurs, sharp tools,
etc.) which may injure someone.

Never ovetload a truck.

Never move a truck unless the load is secured to prevent it from dropping,
shifting, leaking or otherwise escaping,

Fasten any covering securely before putting the vehicle in motion.

Travel with the tailgate of a truck in the horizontal position only when it is
necessary to accommodate a load that extends beyond the truck bed.
Secure these loads with chains or ropes and place a flag on the part which
projects the furthest.

Do not allow loads to project more than four feet past the tailgate. Close
the tailgate immediately when the support is no longer required.

Do not move any vehicle after dark unless it is equipped with the
appropriate lighting,

During periods of poor visibility (i.e. dawn, dusk, snow, rain, fog, etc.) use
headlights not parking lights.

Lights on all snow-removal equipment shall be in good working order
before performing snow-removal operations.

Never coast downhill in neutral gear.

Before descending steep grades, shift the transmission to a lower gear at
the top of the grade. While descending, pump breaks lightly to maintain
control.
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c. To stop on slippery surfaces, pump brakes gently if the vehicle is equipped
with conventional brakes. If the vehicle is equipped with anti-lock brakes,
press pedal firmly and do not pump.

d. When skidding, turn the front wheels in the same direction the rear is
skidding.

Maintenance

a.  Operators are responsible for the safe operating condition of the vehicles
or equipment they are assigned to use.

b. Check brakes, steering, wheel lugs, tires, windshield wipers and other
items listed on the preventive maintenance form at least daily before
operating the vehicle/equipment.

c.  Report all defects to the supervisor immediately.

d. Do not use a vehicle or a piece of equipment that is not safe to operate.
The crew supervisor is responsible for determining whether a vehicle is
unsafe to operate with advice from the Occupational Health & Safety
Specialist and Equipment Inspector if necessary. In the event the
supervisor is not available, the Occupational Health & Safety Specialist or
Equipment Inspector may make the determination.

e. Place a warning tag on the steering wheel or other location which would
be obvious to anyone attempting to fix it.

. Tow equipment with an approved tow bar.

g. Keep windshields and windows clean at all times.

h.  Replace worn or missing,

1. When changing tires, use chock blocks to keep the vehicle from rolling,

Fueling

a.  Shut off the engine of any vehicle being fueled.

b. Keep the nozzle of the pump hose in direct contact with the fuel tank to
prevent sparks from static electricity generated by the movement of fuel
through the hose.

c. Do not allow smoking or open flames in refueling area.

d. Do not use cell phones during a refueling operation.
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e. Post legible “NO SMOKING” and “NO CELL PHONE USE” signs
conspicuously in the fueling area. If applicable, identify gasoline, diesel
and kerosene.

f. Position at least one ten-pound ABC type fire extinguisher within fifty
teet of EACH PUMP or dispenser in the fueling area. Do not place the
extinguisher in the immediate vicinity of the pump.

g.  Gasoline pumps shall be red and diesel pumps shall be green.

h. Do not leave a vehicle unattended during fueling operations.

Heavy Equipment

a. Use the three-point contact method of mounting or dismounting vehicles
and equipment. Do not jump from the equipment.

b. Be aware of equipment limitations on slopes or haul roads.

c.  Report malfunctions which occur during operation to a Supervisor or
Equipment Inspector and record on a Preventive Maintenance sheet.

d. Secure equipment so that it cannot be started or moved by an
unauthorized person when not in use.

e. “Ground” or “Land” elevated buckets or blades at the end of a work shift
or if equipment is out of service.

. Unless the equipment is designed to carry more than the operator, do not
allow passengers on the equipment.

g.  Conduct training on single-seat equipment in the patrol yard or on lightly
traveled roadways as often as possible. When this training is conducted on
a traveled roadway, provide close and immediate oversight and an escort
vehicle with warning lights.

h. Stand clear of a cable or chain being used to pull out a stuck machine.

j

Do not operate any piece of equipment unless all systems relating to safe
operation are functional.

Install back-up alarms and keep them operable.

Tractors (Crawler and Rubber-Tired) and Bulldozers

a.

Stand clear of a cable or chain being used to pull out a stuck machine.
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c.

Do not operate any piece of equipment unless all systems relating to safe
operation are functional.

Install back-up alarms and keep them operable

Except in an emergency situation, do not use the blade to stop a dozer on
a downhill run.

Keep equipment a safe distance from the edge of embankments.

Front-End Loaders

Transport front-end loaders to the job-site whenever possible. If it is
necessary to drive the loader to a job-site, be aware that is top-heavy and
bouncy on a roadway making it difficult to control. Drive at a slow speed
and take care in rounding curves and making sudden turns. Carry the
bucket about eighteen inches above the roadway.

When operating the loader, keep maneuvers smooth and slow to prevent
tipping the machine over especially when the bucket is full.

Ensure the lock bar is engaged when servicing or transporting a loader.
When loading a truck, know what is on the other side.
Always work a loader at right angles to a steep bank.

Watch for overhanging or loose rocks when working near high banks. If it
looks unsafe take action to correct the situation before driving under it.

Use a guide in areas where you are close to a hazard but cannot see beyond
the limits of the equipment. An example is an excavation or any area
where there is a considerable drop-oft.

Cranes, Shovels, Backhoes and Hoisting Equipment

a.

Never operate cranes and hoisting equipment beyond the rated load
capacity or the recommended operating speed. Post these limits near the
controls where they are visible to the operator.

Post, learn and use prescribed standard hand signals.

If it is necessary to use a lift truck as an elevator for employees, provide a
safe platform which is securely seated on the forks, fastened to the vertical
face of the forks and fitted with handrails and toe boards. Also provide an
overhead guard for the lift truck operator.
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Never walk under a load or permit others to do so. Warn anyone who
might be in the path of any moving overhead load.

Barricade accessible areas within the swing radius of the rear of the
rotating super-structure of a crane or shovel to prevent a person from
being struck or crushed.

Use outriggers with rubber-tired cranes or backhoes. Place matting under
tracks or wheels on soft or uneven ground.

Apply anti-skid surfaces to walkways and decks and keep them as well as
the cab clean and free of debris.

Provide guardrails, handholds, and steps for easy access to the car or cab.

Never leave the controls unless the bucket or shovel has been grounded

(or landed).

Service equipment when it is at rest. Never climb on a boom while the
equipment is being operated. If it is necessary to climb a boom in the
raised position, use a safety belt.

Never raise or move any boom closer than sixteen feet to an energized
power line. Treat any overhead line as if it is energized until either the
person who owns the line or the electric utlity authorities indicate
otherwise. In the vicinity of overhead wires, control any load which might
swing, or must otherwise be guided with non metallic tag lines.

Dismount from any piece of equipment unless it is equipped with a cab
guard. Even with a cab guard, dismount from a vehicle which is being
loaded with large boulders or heavy slabs.

Motor Graders

a.

Unless it is absolutely essential to the operation being done, do not stand
while operating a grader. Sit in the seat with the seatbelt fastened.

When traveling on the roadway, keep to the right.

Be especially alert when working on and around railroad crossings,
particularly where sight distance is restricted.

Use appropriate traffic control (flaggers and devices) when it is necessary
to blade against traffic.

68





SAFETY HANDBOOK

c.

Be aware of the steepness of the slope and possible collapsing materials
when working on embankments or near the edge of cuts and fills.

Brooms and Brooming

a.

g.

Always use the appropriate traffic control when brooming (See Traffic
Control Plan). Use flaggers when necessary to stop traffic because of dust.

Whenever possible, sweep in the direction which will reduce the amount
of dust entering the traveled lanes. If the dust hazard cannot be reduced,
stop traffic while sweeping and remove the sweeper from the highway
when traffic is released (If equipped, use the spray bar during dusty
conditions).

During bridge sweeping operations, keep traffic off the bridge while the
sweeper makes its pass. Release traffic for a reasonable length of time
before stopping it again for the next pass.

Keep dust watered down while sweeping to prevent a hazard to visibility
and an annoyance to those living nearby.

Equip brooms with the appropriate warning devices for slow moving
vehicles and use them whenever the equipment is in operation.

Equip brooms with windshields and wear eye and respiratory protective
equipment as necessary.

Do not transport passengers on a broom.

Mowers and Mowing

a.

Equip mowers with the appropriate warning devices and use them
whenever the equipment is in operation.

Use prescribed personal protective equipment such as hard hats, face and
eye protection, respirators or dust masks, and gloves.

Equip all mowers with rear - view mirrors, which are solidly mounted and
provide an undistorted view to the rear.

Use the traffic control prescribed by the Maintenance Traffic Control Plan
for mowing operations.

Whenever the mower is traveling with the wings in a raised position
connect the safety device to keep the cutters from falling.

Do not allow anyone to ride on any part of a mower.
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g. Turn off the engine and remove the ignition key when inspecting,
servicing, and working on the ground around a mower or parking the
equipment overnight.

h. Wear gloves when removing or replacing mower blades or servicing the
mowet.

1. Brush off all grass and debris from the mower and attachments after each
day’s use and before parking in yards or sheds.

j.  Before starting the engine, ensure the housing and cutters are free of wire
and debris. Check that all guards, shielding, and hoses are undamaged and
operable on a daily basis.

k. Never work about the mower with the power takeoff in operation.

. Immediately replace any chains in the chain curtain which are lost or
shortened to reduce the chances of mower-thrown objects (The chain
shall be set at zero clearance and no higher than 1 inch).

m. Attach a 3/16 inch steel cable longitudinally through the mid-point link in
the chain guard to keep the chains in place.

n. Adjust rotary mowers so that they cannot be set to cut lower than six (6)
inches.

o. Never mow with a section of a gang mower in a raised position unless the
raised section is designed to shut off and the side in operation is equipped
with an appropriate guard.

p. Install shielding on the tractor behind the operator’s seat to protect from
mower thrown objects.

q. Never operate a mower when others are standing nearby or in areas where
people would be walking.

r. When practical, operate mowers with blades rotating clockwise in a
direction that will keep the left side of the mower to the traffic or roadway.
Operate mowers with blades turning counter-clockwise with the right side
closest to the traffic. Never mow against traffic.

s.  Where possible, operate sickle mowers with the sickle bar up the slope.
t. Do not operate any mower on a slope where there is a danger of rollover.

u. Do not raise wings on a slope; this increases the danger of a rollover.
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v.  On high speed or heavily traveled roads, the recommended practice is to

provide an escort vehicle for the mower.
Oil Distributors

a. Allow only trained personnel to light and operate an oil distributor.

b. DO NOT OVERHEAT. Heat to the temperature recommended for the
grade of oil. Reduce heat immediately if overheating is detected.

c. Do not heat oil while in transit

d. When heating oil in a trailer distributor, locate it away from the tow and
vehicle and anything else that could be damaged by the heat. Keep a ten
(10) pound ABC dry chemical fire extinguish\ close at hand but not on the
distributor.

e.  When trailer distributors are towed, connect stop lights, turn signals, and
breaks and ensure they are operational. Clean the oil from the lenses of the
tail lights.

. Inspect oil hoses frequently for any defects. If any defects are found, DO
NOT REPAIR, BUT REPLACE the hose. Ensure insulation devices ate
in place and operable.

g. Correct any leaks in fuel lines before using the distributor.

h.  Wear high gauntlet neoprene insulated gloves when handling hot lines and

L

operating the spreader bar.

Post appropriate “FLAMMABLE?” sings.

21. WELDING AND CUTTING

General

Allow only authorized and trained personnel to operate welding
equipment.

Always wear goggles with suitable filter lenses when using a torch.
Wear a head shield or helmet with suitable filter plates while arc welding.

Wear flash goggles that have side shields and suitable lenses at all times
even when adjusting controls.
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Do not remove eye / face protection until the metal has cooled, since slag
will pop off during the cooling process.

Welder assistants must also wear suitable protective lenses to prevent flash
burn or slag injuries.

Wear approved leather gloves and aprons, high shoes, boots, or leggings
and other protective clothing suitable to the job.

Keep protective equipment clean, dry, and free of oil.

Ensure that clothing is not oily and that pockets and cuffs are not open to
trap sparks or hot slag.

Keep sleeves and collars buttoned.

Ventilate work areas to exhaust fumes from lead, cadmium or beryllium
bearing materials or any other toxic substances. If welding must be done
in a confined unventilated area, the Supervisor or higher authority, must
evaluate the need and if a permit is required.

Don’t weld or cut containers such as drums, barrels, or tanks unless they
have been thoroughly cleaned and present no danger of fire or explosion.

Keep flames and sparks away from cylinders and hoses.

If necessary and practical, move the job to an area free of combustibles.
Never work close to explosive atmospheres such as paint spray rooms, dip
tanks, storage areas, etc.

Move combustibles at lease thirty to forty feet away or cover them with
fire resistant covers.

Keep suitable fire extinguishers on hand on all welding jobs. If necessary,
have another employee stand fire watch.

Oxygen / Acetylene Welding and Cutting

a.

Keep cylinders in a safe location as well as clean, upright, secured and in
good working order.

When welding, cutting, or burning is performed in a confined space, keep
cylinders outside of that space.

Make and keep all connections between cylinders and accessories gas-tight.
Always use SOAPY WATER NOT FLAMES to check for leaks.
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d. Momentarily open or crack cylinder valve before attaching the regulator.

e. Always reduce the cylinder pressure with suitable pressure regulators and
use them only with the gas for which they were intended to be used.

f. TFully release the pressure adjusting screw on a regulator before attaching
the regulator to a cylinder.

g. Blow out the talc in new hoses before using them.

h. Use only the hose designed for a particular gas source. Do not repair
damaged hoses with tape.

1. Never use matches to light a torch. Use a friction lighter (striker).

j. Never use acetylene at pressures in excess of fifteen pounds per square
inch gauge pressure.

k. When the job is finished, close all valves and release the excess pressure
from the hoses.

1. Do not stand in front of the gauges on the regulator when opening the
cylinder valve.

m. Leave the valve wrench in place while opening the acetylene cylinder. Coil
excess hose neatly so it will hot kink or tangle.

n. Purge each hose before lighting the torch

o. Provide all oxygen/ acetylene torch assemblies with reverse flow check
valves.

Note

Flashback (the burning back of the flame into the tip, torch or hose) is an indication
that something is radically wrong with the equipment or procedure. Extinguish the
flame by first closing the acetylene valve and then the oxygen valve. Check for proper
purging, proper pressure, distorted or loose tip, kinked hose, clogged tip or torch
orifices, and an overheated tip or torch. If a hose is burned by flashback, discard it
since the burning action weakens the hose wall.
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Electric ARC Welding and Cutting

a.

All welding machines shall meet the requirements of the National Electric
Code.

Use only manual electrode holders, which are specifically designed for arc
welding and cutting and have the capacity to handle the maximum rated
current required by the electrodes. Use only fully insulated electrode
holders.

Provide proper switching devices for the welding machine either on or
near the equipment.

Enclose and protect the motor and generator.

If you need to leave the electrode holder unattended, remove the electrode
and place the holder in a protected location so that it cannot make
electrical contact with an employee or other current conducting object.

Use only completely insulated welding cables which are flexible and large
enough to handle the current requirements of the work.

At the end of the job or if you need to leave the work area for more than
thirty (30) minutes, shut off the power supply.

Never ground the machine on pipelines catrying gases or flammable
liquids or on electrical conduits. Use an adequate grounding system which
can carry the current required by the machine.

Wear rubber gloves under the welders gloves when the work being done is
in a wet or damp location, or if your hands are wet from perspiration.

Keep non-reflective screens or curtains in place to protect others from the
rays of the arc. Warn others in the area to avoid looking at the arc.

Keep rod stubs in a container to avoid slip / fall hazards or tires punctures.

Insulate electrode and ground connector lugs.
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22. PERSONAL PROTECTIVE EQUIPMENT (P.P.E.)

a. As per Administrative Directive 802: P.P.E. shall be worn
whenever an employee is working on foot within the right-of-way
or any interstate or road, within construction project limits,
maintenance work zones as defined in the Manual of Uniform
Tratfic Control Devices (MUTCD) currently in use by the
NMDOT. Supervisors shall insure that employees wear the
necessary Personal Protective Equipment (PPE). Supervisors in
coordination with the Occupational Health and Safety person
may allow PPE to be removed if the PPE poses an additional
hazard for the specific operation being performed.

b. PPE shall be issued by NMDOT, be in serviceable condition, and
worn propetly.

c. If PPE is required to be worn for a specific operation, this
requirement constitutes a condition of continued employment.
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Administrative Directives

The Administrative Directives included in this section are those that pertain to Risk
Management. Each employee is responsible for having a basic knowledge of these
Directives. In coordination with the Administrative Directives, all Risk
Management forms are available in the forms library on the Intrans website and on
the Risk Management page.

76





NEW MEXICO DEPARTMENT OF TRANSPORTATION

AD 801
12/21/10

REPORTING ACCIDENTS, INCIDENTS AND POTENTIAL LIABILITY
CLAIMS

Alvin C. Dominguez, P.E., Cabinet Secretary

Supersedes Administrative Directive No. 801 dated April 01,

2006.
AUTHORITY: 1.00 1.5.3 NMAC and 1.6.4 NMAC
PURPOSE: 2.00 To develop guidelines for reporting accidents involving
Department owned vehicles, equipment and on-the-job injuries.
DEFINITIONS: 3.00 N/A
DIRECTIVE: 4,00 General:

4.00a Regardless of severity, all accidents involving Department
owned vehicles/equipment and all on-the-job injuries shall be
reported to the immediate supervisor or the next level of
supervision immediately. The employee involved in the
accident/injury is responsible for reporting the occurrence, or a
witness may report it if the employee is unable to do so.

4.00b The immediate supervisor is responsible for reporting the
occurrence to the appropriate Risk Management Section (District
or General Office) immediately. If there are extenuating
circumstances, reporting can be delayed, but no later than one
workday.

4.00c Inthe event the immediate supervisor is not available, either the
lead person or the involved employee shall notify the appropriate
Risk Management Section.

4.01 Vehicle Accidents:

4.01a The operator of a vehicle involved in an accident resulting in
injury, death or property damage shall notify the law enforcement





PROCEDURES:

CROSS
REFERENCE:

AD 801

4.01b

4.01c

4.01d

4.01le

4.02

4.02a

4.02b

5.00

6.00

agency having jurisdiction by the quickest means possible and
the appropriate Risk Management Section.

Vehicle accidents which involve private motorists only, but which
occur within a NMDOT construction or maintenance work zone,
shall be reported as soon as possible to Law Enforcement and
the appropriate Risk Management Section.

If a state vehicle is involved, the involved operator, shall
complete the State of New Mexico-Uniform Accident Report, at
the scene of the accident. If the operator is incapacitated, the
form may be completed after the operator is able. If drug or
alcohol testing is required, the operator will cooperate fully and
sign all related forms required for testing.

Each operator will ensure that a vehicle accident packet
containing the necessary blank vehicle report forms is available
in the assigned vehicle before operating that vehicle.

No Department employee will make any statement, orally or in
writing, regarding any accident unless instructed to do so by Law
Enforcement, the Office of General Counsel, Risk Management
or the District Engineer/Division Director. The operator shall
provide basic information required by law to other involved
parties or Department insurance investigators.

Personal Injuries:

In the event that an on-the-job injury or illness results in death,
serious injury, hospitalization or rendering an employee
unconscious, the immediate supervisor or another employee
having knowledge of the circumstances will immediately notify
the District Engineer/Division Director and the appropriate Risk
Management Section.

On-the-job fatalities shall be reported immediately to the General
Office Risk Management Bureau Chief and law enforcement
authorities having jurisdiction. The General Office Risk
Management Bureau Chief shall immediately inform the Cabinet
Secretary and other agencies, as necessary.

N/A

NMDOT Safety Handbook





NEW MEXICO DEPARTMENT OF TRANSPORTATION

AD 802
12/01/08

PERSONAL PROTECTIVE EQUIPMENT

Alvin C. Dominguez, P.E., Cabinet Secretary

AUTHORITY:

PURPOSE:

DEFINITIONS:

1.00

2.00

3.00

3.01

4.00

4.01

4.0l1a

4.01b

4.01c

Supersedes Administrative Directive No. 802 dated November 01, 2003

OSHA Regulation, (CFR 1926.28)(29 CFR1910.132) (1926.100(a)) and
Executive Order 87-21, GSD Rule 91-703

To provide guidelines to insure that employees wear the necessary Personal
Protective Equipment during work on any assignment.

“Right of Way” is defined as fence line to fence line, property marker to
property marker, etc.

“PPE” is defined as Personal Protective Equipment (e.g. hard hats, safety
vest, eye protection, respirators, hearing protection, hand protection, and
footwear protection).

Required PPE shall be worn whenever an employee is on-foot within the
right-of-way of any interstate or road, within construction project limits,
maintenance work zones, as defined in the MUTCD (Manual of Uniform
Traffic Control Devices) currently in use by the NMDOT and equipment
training grounds. Supervisors shall insure that employees wear the necessary
Personal Protective Equipment (PPE). Supervisors in coordination with the
Occupational Health and Safety person may allow PPE to be removed if the
PPE poses an additional hazard for the specific operation being performed on
a specific case by case basis only.

Employees shall adhere to the following guidelines:

Acknowledge receipt and responsibility for all PPE issued to them (See Form
No. A-149, Inventory of Equipment);

Return unserviceable items to the supervisor for inspection and replacement;
Replace or repair equipment lost, stolen or damaged through employee

negligence in accordance with Administrative Directive No. 607, Employee
Accountability for Department Property; and
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4.01d

4.02

4.03

4.04

5.00

6.00

Return all issued equipment upon termination of employment.

If PPE is required to be worn for a specific operation, this requirement
constitutes a condition of continued employment. Failure to comply with the
PPE requirements shall be grounds for disciplinary action up to and including
dismissal.

The required PPE shall be in serviceable condition and worn properly (See
attached Addendum).

Whenever employees provide their own protective equipment, Supervisors in
coordination with the Occupational Health and Safety person shall insure it is
properly maintained and in compliance with standard specifications and
sanitation requirements. Employees shall not be reimbursed for self provided
PPE.

See Addendum

OSHA Regulation (CFR 1910.133) (1926.100(a)(b)

Page 2





ADDENDUM

A. HARD HATS

Department prescribed hard hats shall be hardboiled and non-conductive in accordance with
American National Standards Institute (ANSI) guidelines (289.1-1969)(289.2-1971). Hard hats shall
be replaced when cracks, chips, gouges and/or other signs of wear show on the shell of the hard hat,
or when signs of stress appear on the liner. At the discretion of the District Engineer, white in color
hard hats may serve to designate supervisory personnel.

1. Hard hats shall be worn within construction project limits, maintenance work zones, and when
employees may be exposed to falling and or flying objects. In accordance with OSHA CFR
1926.28 and CFR 1910.132. This specifically includes all times an employee is afoot on any
roadway.

2. "Bump caps" may be substituted for hard hats when an employee is engaged in work where
the possibility of raising up or walking into low overhead objects exist, but little danger exists
from falling or flying objects.

Employees shall not place or affix any decals, tags, stickers, monograms, badges, or similar items on their
hard hats without supervisory and Risk approval.

B. SAFETY GARMENTS

1. Risk Management Bureau prescribed safety vest furnished by the Department shall be worn
when employees are afoot on the grade, within the limits of the right-of-way, as directed, or
who work within construction project limits and/or maintenance work zones. Safety vests shall
be worn at all times any employee is on any open roadway or in an area where equipment is
in operation. Safety vests shall comply with ANSI standard107-1999. All NMDOT approved
vests will be at a minimum ANSI Class Il at all times.

2. Risk Management Bureau prescribed safety tee-shirts may be worn in
place of wearing the prescribed safety vest. Allowing the use of the prescribed
tee-shirt is optional and is at the discretion of the District Engineer or Division
Director. Approved tee-shirts will be at a minimum ANSI class II.

3. Employees engaged in night traffic flagging operations shall wear Risk Management Bureau
prescribed high visibility trousers in combination with the prescribed safety vest noted in item
1 above. In combination with Item 1, the trousers combine to make an ANSI class Ill garment.

C. EYE PROTECTION

Eye protection shall be used by employees working where flying particles, corrosive vapors, glare,
injurious radiation or liquids are likely to be hazardous. Eye protectors shall meet the minimum
requirements of 29 CFR 1910.133 and 29 CFR 1926.102_ and comply with ANSI Standard Z87.1-
1989 and Z87.1-1968.

D. RESPIRATORS

Respiratory protective devices approved by the regulatory authority shall be furnished to employees.
Employees who are required to use respirators shall comply with the provisions of 29 CFR 1910.134
and 29 CFR 1926.103.
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E. HEARING PROTECTION

Hearing protection shall be provided by the Department and shall be worn when working in an
environment where the noise level has been determined to equal or exceed an 8-hour time-weighted
average of 85 decibels measured on the A scale or the impulsive (impact) noise exceeds 140 decibels
peak sound pressure level. Employees working in a noise environment described above shall be
required to be tested annually for hearing loss in compliance with the provisions of 29 CFR 1910.95
and 29 CFR 1926.52.

F. GLOVES AND PROTECTIVE CLOTHING
1. Protective gloves shall be furnished and used for handling hot objects and materials, sampling
fresh concrete, lime or cement, washing parts and handling, mixing or spraying chemicals.

Gloves may be furnished to fencing crews and transport drivers.

2. Employees shall never use gauntlet type gloves or loose clothing when working around
moving parts and shall not have cleaning rags hanging from pockets.

3. Protective clothing (aprons, smocks) shall be furnished and used when handling, mixing,
spraying chemicals, steam cleaning parts and equipment, arc welding or to prevent exposure
to contaminants.

4. Field, shop, warehouse, lab and buildings and grounds maintenance employees shall wear
full length trousers and sleeved shirts.

G. PERSONAL ADORNMENT

1. Rings, watches, bracelets and necklaces shall be removed before beginning any activity
which involves access to moving parts of machinery or electrically charged components.

2. Hair, which is beyond shoulder length, must be braided or restrained to prevent being caught
in machinery.
H. FOOTWEAR
1. Rubber boots shall be furnished when it is necessary for employees to work in wet concrete or

other wet environments on a regular basis.

2. Employees engaged in mechanical work, handling heavy objects and who work within
construction project limits and/or maintenance work zones shall be required to wear steel-toed
boots. Safety-toe footwear shall comply with ANSI standard Z41-1991. Employees who
regularly work outdoors shall be required to wear high top boots this will apply to survey work
crews.
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NEW MEXICO DEPARTMENT OF TRANSPORTATION

AD 803
11/01/09

FACILITY SAFETY AND LOSS CONTROL INSPECTIONS

Alvin C. Dominguez, P.E., Cabinet Secretary

AUTHORITY: 1.00
PURPOSE: 2.00
DEFINITIONS: 3.00
3.01
3.02
3.03
DIRECTIVE: 4.00

Supersedes Administrative Directive No. 803 dated
January 1, 2005

OSHA Regulations, NFC/NFPA Regulations and 1.6.4 NMAC

To establish a program requiring regular inspections of
Department facilities, to identify and eliminate safety and health
hazards and other loss producing conditions and to ensure
compliance with State, Federal and Agency regulations.

“Facility” — General Office and District Headquarters Complex
including vehicle repair shops, service centers, laboratories,
buildings leased and used by the Department for office and/or
storage space, patrol yards, special crew offices and
construction project offices and field laboratories.

“Inspection” — viewing or closely scrutinizing work environments,
materials, tools, procedures and documenting observations.

“Audit” — A methodical formal review and objective examination
of an organization’s recorded and operating criteria; including the
verification of compliance with established requirements and
standards of general practice.

“Hazard” — Any existing or potential condition that by itself or by
interacting with other variables, can result in death, injury,
property damage or other losses.

The basis for the Department’s program is the periodic “self-
inspection” by the front line supervisor who is the expert in
processes, procedures, machinery, equipment, tools, operations,
materials and the physical plant in their respective environment.
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4.02
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5.06

5.07

6.00

Safety and loss control inspections shall be made of Department
facilities by supervisors and safety/loss control staff to provide a
safe and secure workplace for employees and to ensure loss
prevention measures and practices are followed.

Employees responsible for conducting "self-inspections” shall
satisfactorily complete a training course on facility inspection
procedures and techniques and hazard recognition. The course
shall be provided by the General Office or District Risk
Management personnel upon initial assignment as a supervisor.

Provide self-inspection/report forms for each type of facility.

Conduct self-inspections in industrial areas at 90-day intervals
from date of the last inspection and office occupancy areas semi-
annually.

Submit self-inspection reports through the next level supervisor
to the Bureau Chief/District Engineer with a copy to the Safety
and Loss Control Section within five workdays of the date of
inspection.

Correct existing and/or potential hazards immediately.

Ensure that identified discrepancies or deficiencies are corrected
within 30 days and that any required training is completed.

Grant an extension for extenuating circumstances.

Perform an in-depth fire and safety inspection of each facility
annually. This does not preclude risk management personnel
from conducting an inspection at any time they deem appropriate
or necessary.

May conduct an annual risk management audit of facilities. This
does not preclude risk management personnel form conducting a
loss prevention inspection at other times as appropriate or
necessary.

Administrative Directive 636, Employee Privacy Rights
Regarding Department Property
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NEW MEXICO DEPARTMENT OF TRANSPORTATION

AD 814
02/01/07

SAFETY AND LOSS CONTROL COMMITTEE

Alvin C. Dominguez, P.E., Cabinet Secretary

AUTHORITY: 1.00
PURPOSE: 2.00
DEFINITIONS: 3.00
3.01
3.02
DIRECTIVE: 4.00
4.01

Supersedes Administrative Directive No. 814 dated August 01,
2001.

1.6.4 NMAC

The NMDOT Safety and Loss Control Committee (SLC) is
established to prevent and mitigate losses by reviewing
circumstances leading to general liability tort claims,
insured or non-insured losses, personal injuries, equipment
damages, property loss or damages or other losses. The
SLC will review loss data and protective measures currently
in use and determine the protective measures and make
recommendations to the convening authority.

“Convening Authority” means the Cabinet Secretary
or the District Engineer.

“Ex-Officio” means ‘out of office’ or by virtue of being in that
position. An ex-officio member may vote but may not act as the
chairperson.

“Quorum” means three voting members.

Safety and Loss control is an integral part of the responsibility of
every supervisor and employee in the Department. A Safety and
Loss Control Management Program exists to prevent losses, and
mitigate the impact of any losses which may occur. A Safety
and Loss Control Committee shall be established to facilitate the
development and active maintenance of the Department’s Safety
and Loss Control Program.

The NMDOT Safety and Loss Control Committee shall review
circumstances and investigative reports surrounding general
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4.02

4.03

4.04

4.05

4.06

5.00

6.00

liability, tort or third party claims and insured and non-insured
losses suffered by the Department.

The NMDOT Safety and Loss Control Committee shall meet on a
guarterly basis and issue recommendations to the convening
authority.

The District and General Office Safety Committees shall
evaluate circumstances arising from personal injuries, work
related illnesses, and vehicle accidents. This may include
investigative reports etc.

The District and General Office Safety Committee shall issue
recommendations to the convening authority (District Engineer or
Cabinet Secretary) as appropriate.

The NMDOT Safety and Loss Control Committee shall consist of
the following: Risk Management Bureau Chief, General Office
Safety Section Chief, Loss Control Section Chief, Risk
Management Section Chief from each District Office. The
Inspector General and State Equipment Manager will serve as
ex-officio members.

The General Office and District Safety Committees shall be
comprised of a reasonable and equal number of NMDOT
appointed management employees and Union appointed
employees. Management from each committee shall contact
the General Office Employee Relations Bureau when there are
Union employee vacancies. Employee Relations staff will
contact the Union to request that they appoint employees to fill
those vacancies.

Loss Control Procedures Handbook

Administrative Directive No. 119 — Delegation of Authority.
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NEW MEXICO DEPARTMENT OF TRANSPORTATION

AD 805
12/04/06

WORKER’'S COMPENSATION INJURY MANAGEMENT

Alvin C. Dominguez, P.E., Cabinet Secretary

AUTHORITY: 1.00
PURPOSE: 2.00
DEFINITIONS: 3.00

3.01
DIRECTIVE: 4.00

Supersedes Administrative Directive No. 805 dated February 01,
2002

Chapter 52, Workers’ Compensation, NMSA 1978

To provide policy and guidance for the administration of the
Workers’ Compensation Act.

“Workers’ Compensation Act” is the law which is the exclusive
remedy for any matter relating to the occurrence of or payment
for any injury or death arising out of and in the course of
employment.

“Modified Work Assignment” is a temporary restriction of the
performance of the employee’s normal work duties to
accommodate medical restrictions which are expected to last
less than one year.

The health and safety of each of our employees is of the utmost
importance. Therefore, the Department shall comply with the
Worker's Compensation Act to provide necessary benefits.
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AD 805

The injury management process begins by following the hiring
procedures outlined in Administrative Directives 617, Filling
Vacant Positions and No. 635, Selection of Supervisors and
Managers for Vacant Positions.

Provides continuous reinforcement of training on work related
topics and procedures to follow in the event of accident or injury.

Maintains Department Directives and Safety Handbook in a
location where employees can have access.

Becomes familiar and complies with procedures used for
managing injuries.

Cooperates with those working to mitigate the injury and return
the employee to work.

Assures that all documents obtaining medical care/benefits are
true and factual. Intentional falsification may subject the offender
to disciplinary action and possible criminal charges.

Coordinates any communication with the State Risk
Management Division, Workers’ Compensation Bureau, through
the Safety Coordinator.

Has authority to cross organizational lines to accomplish
statewide duties.

In event of an injury, assures that treatment is provided through
the medical facility designated by the Safety Coordinator.

Handles injury case using procedures in Administrative Directive
No. 631, Modified Work Assignments and Administrative
Directive No. 601, Pre-Existing and Post-Impairments.

Coordinates all activities in handling the injury case through the
Safety Coordinator.

Performs necessary duties per Administrative Directive No.
631, Modified Work Assignments, to provide strong case
management and return employee to work.

Assures the employee is given a Doctor Query/Modified Work
Agreement, Form No. A-833, with instructions to report back to
the Risk Management Bureau immediately following each doctor
visit or next business day prior to reporting to their assigned work
area.

The employee’s work restrictions, if applicable will be reviewed
and Form No. A-833 will be completed with the employee and
the employee’s immediate supervisor.

Reviews every case to determine if the injury arose out of and in
the course of employment.





Employee

Immediate Supervisor

CROSS
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5.17

5.18

5.19
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5.21

5.23

5.24

5.25

6.00

Understands the requirement of the New Mexico Workers'’
Compensation Act, which prohibits the employee from engaging
in any unsanitary or injurious practice that tends to imperil, retard
or impair recovery or increase his/her disability or refuses to
submit to such medical or surgical treatment as is reasonably
essential to promote his/her recovery, workers’ compensation
benefits may be reduced or suspended.

Complies with all medical rules and orders noted on
Form No. A-833 as a condition of employment while on a
modified work status.

Informs the Safety Coordinator of all diagnosis, prognosis, work
restrictions, surgeries and any other medical information relative
to their claim.

Takes Form No. A-833 to all medical evaluations and has the
treating physician complete and sign the Form.

Reports to the Risk Management Bureau on the same day of
medical evaluation or the following business day to return a
completed Form No. A-833 prior to returning to duty.

Refusing or failing to submit the completed Form No. A-833 will
not allow him/her to return to duty until the required written
information is produced. Time away from work may be
considered unauthorized leave and the employee may be
subject to disciplinary action.

Obtains Form No. A-833 with the physician’s written work
restrictions or medical release from the injured employee prior to
the employee returning to work.

If the physician’s written work restrictions or medical release is
not produced, the employee will not be allowed to return to duty
until the written information is produced. Failure to comply may
be considered unauthorized leave and employee may be subject
to disciplinary action.

Makes every attempt to accommodate the injured employee in a
productive position within their immediate work area and within
the employee’s current work restrictions as outlined in
Administrative Directive No. 631, Modified Work Assignments.

Americans with Disabilities Act; Administrative Directives

No. 601, Pre-Existing and Post-Employment Physical
Impairment No. 801, Reporting Accidents, Incidents and
Potential Liability Claims No. 617, Filling Vacant Positions and
No. 631, Modified Work Assignments; Safety Handbook





NMDYT

NEW MEXICO DEPARTMENT OF TRANSPORTATION

AD 812
06/01/09

WORKPLACE VIOLENCE PREVENTION AND MITIGATION

Alvin C. Dominguez, P.E., Cabinet Secretary

AUTHORITY:

PURPOSE:

DEFINITIONS:

DIRECTIVE:

1.00

2.00

3.00

3.01

4.00

Supersedes Administrative Directive No. 812 dated May 1, 2004

29 USC Section 654, (a) (1) General Duty Clause; Sections
50-9-5 and 67-3-8, NMSA, 1978.

To establish a written directive regarding acts of violence in the
workplace, inform employees of the procedure for reporting such
behavior and for outlining consequences for such behavior.
Additionally, to establish procedures for supervisors to follow
when acts of violence are reported to them or when the violent
behavior is directed toward the supervisor. To formally establish
that the Department shall not condone violence in the workplace.

“Workplace Violence” is conduct in or associated with the
workplace against employees, supervisors or non-employees,
involving: (a) physical acts against persons or their property, or
against Department property; (b) veiled, direct, or indirect verbal
threats of physical harm that have the effect of causing
psychological or emotional harm or create a hostile or
intimidating environment; (c) written threats, profanity, vicious
cartoons or notes, or other written conduct that is meant to
threaten or create a hostile environment; or (d) any other act that
is threatening or intended to injure or convey hostility.

“Workplace” means any location where an employee has been
authorized to be to further interests of the Department and also
to any location where violence or a threat of violence has
occurred and the source or origin of the violence has its roots in
the workplace.

It is the policy of the Department that workplace violence shall
not be tolerated of employees, supervisors or non-employees.
Every reported instance of workplace violence will be considered
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4.05

5.00

6.00

serious enough to warrant investigation and action by the
Department.

Any employee who commits an act of violence in the workplace
shall be subject to corrective and/or strong disciplinary action, up
to and including dismissal and, where appropriate, shall be
referred to legal authorities for prosecution.

Any employee who commits a threat or act of violence in the
workplace will be subject to administrative leave in accordance
with 1.7.11.12 NMAC. Employees placed on administrative
leave for threats or acts of violence may be asked to provide,
prior to returning to work, evidence or assurance to
management, which shall include a written declaration from a
Medical Doctor, Psychologist, Psychiatrist or other licensed
health care professional qualified to a determination certifying

that the employee is not a threat to the safety of the workplace.

It is the policy of the Department to make every reasonable effort
to prevent violent workplace events from occurring. This will be
accomplished by the training of employees and supervisors on
how to recognize deviant behavior and reporting or addressing it
before it becomes violent.

The Department will ensure that measures are in place to
enable management to adequately handle workplace violence
incidents in the most expeditious manner by:

Establishment of a Threat Assessment Team (TAT);

Assuring that training of employees, to include supervisors, is
conducted in a timely manner.

Assigning Risk Management personnel to establish contacts with
the local state police district office and develop a procedures
handbook on how to handle workplace violence incidents,

Assuring the behavior of any employee who acts out in a violent
or intimidating manner toward co-workers and/or supervisors
shall be subject to corrective and/or disciplinary action, up to and
including dismissal.

Supervisors and/or Managers who are aware that a threat or an
act of violence has occurred in the workplace and do not take
proper corrective action may be subject to disciplinary action up
to and including dismissal.

Employee’s Workplace Violence Prevention Guide and
Supervisor’'s Guide for Managing Violent Incidents in the
Workplace

Administrative Directive No. 504, Possession of Weapons and
Administrative Directive No. 613, Administrative Leave.





NEW MEXICO DEPARTMENT OF TRANSPORTATION

AD 646
09/01/09

DOMESTIC VIOLENCE IN THE WORKPLACE AND RELATED LEAVE

Alvin C. Dominguez, P.E., Cabinet Secretary

AUTHORITY: 1.00

PURPOSE: 2.00

DEFINITIONS: 3.00

3.01

3.02

3.02a

3.02b

3.02c

3.02d

3.02e

NMSA 1978, Chapter 50, Article 4 and Executive
Order 2008-047

To formally establish that the Department will not

condone acts of domestic violence and to establish procedures
for supervisors to follow when acts of domestic violence occur.
To establish a written directive regarding the acts of domestic
violence in the workplace, inform employees of the procedures
for reporting such behavior and for outlining consequences of
such behavior by Department employees.

“Batterer Perpetrator or Abuser”: An individual who commits
domestic violence, sexual assault or stalking.

“Designated Family Member”: A victim who is the employee’s
minor child or an incapacitated adult, where the employee is the
guardian of the incapacitated adult.

“Domestic Abuse” means;

an incident of stalking or sexual assault, whether committed by a
household member or not;

an incident by a household member against another household
member consisting of or resulting in physical harm, severe
emotional distress, bodily injury or assault;

a threat causing imminent fear of bodily injury by any household
member;

criminal trespass;

criminal damage to property;
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3.02f
3.02g
3.02h
3.02i

3.02j

3.03

3.03a

3.03b
3.03c

3.03d

3.04

3.05

3.06

3.07

3.08

repeatedly driving by a residence or workplace;
telephone harassment;

harassment; or

harm or threatened harm to children; and,

does not include the use of force in self-defense or the defense
of another.

“Domestic Abuse Leave” means intermittent paid or unpaid leave
for up to fourteen (14) days in any calendar year, taken by an
employee for up to eight (8) hours in one day to:

obtain or attempt to obtain an order of protection or other judicial
relief from domestic abuse;

meet with law enforcement officials;
consult with attorneys or district attorneys’ victim advocates; or

attend court proceedings related to the domestic abuse of an
employee or an employee’s family member.

“Domestic Violence™: A pattern of coercive behavior that is used
by a person against a household member to gain power and
control over the other household member in the relationship.
This behavior may include any of the following: physical
violence, sexual abuse, emotional and psychological
intimidation, verbal abuse and threats, stalking, isolation from
friends and family, economic control and destruction of personal

property.

“Domestic Violence Response Team/Responder”: Designated
employees with specialized in training to handle disclosures,
referrals and office safety planning and with management or
supervisory responsibility, are Responders.

“Family Member” means a minor child of the employee or a
person for whom the employee is a legal guardian.

“Sexual Assault”: An act of sexual violence whereby a party
forces, coerces, or manipulates another to participate in sexual
activity. This behavior may include rape, attempted rape, child
sexual assault, attempted child sexual assault, criminal sexual
contact, exposure and voyeurism.

“Stalking”: Purposely pursuing a pattern of conduct directed at a
specific person when the individual knows or should know that
the pattern of conduct would cause a reasonable person to fear
for his or her safety or the safety of a household member. The
“pattern of conduct” means two or more acts, including but not
limited to, acts in which the individual directly, indirectly or
through third parties, by any action, method, device, or means,





DIRECTIVE:

AD 646

3.09

3.10

3.11

4.00

4.01

4.02

4.03

4.03a

“Survivor or Victim”: An individual subjected to domestic
violence, sexual assault, or stalking.

“Workplace”: An employee is considered to be in the workplace
when the employee is conducting Department business, is using
Department resources or equipment, is using a vehicle that is
owned by the Department or is attending work-related events or
traveling on work related business.

“Workplace Safety Plan”: A strategy developed in collaboration
with a victim or survivor to implement workplace safety options.

Domestic Violence in the Workplace is Prohibited: It is the
policy of the Department that domestic workplace

violence shall not be tolerated of employees, supervisors or non-
employees. Threats or the commission of domestic violence,
sexual assault or stalking by any Department employee on
Department property during working hours or at a Department-
sponsored event, whether directed at another Department
employee or another person is strictly prohibited. Every reported
instance of domestic workplace violence will be considered
serious enough to warrant an investigation by Risk Management
and appropriate action by the Department, including termination
for a first offense and reporting law enforcement.

Discipline and other corrective action: Any employee who
commits an act of domestic violence in the workplace using state
resources such as work time, workplace telephones, facsimile
(fax) machines, mail, electronic mail (email) shall be subject to
corrective and/or strong disciplinary action, up to and including
dismissal for a first offense and, where appropriate shall be
referred to legal authorities for prosecution.

Reporting: Any employee who is a victim or is a witness to
threats or incidents of domestic violence, sexual assault or
stalking in the workplace shall immediately notify a member of
the Domestic Violence Response Team or Risk Management.
The employee shall not confront the perpetrator directly.

Training: All managers, supervisor's and the Department’s
Domestic Violence Response Team shall complete the Domestic
Violence Sexual Assault and Stalking in the Workplace Violence
Prevention Training developed by the New Mexico Domestic
Violence Leadership Commission and provided by the
Department.

Training shall include awareness regarding:

4.03al Domestic violence, sexual assault and stalking;

4.03a2 Workplace security and safety planning;

4.03a3 Need for confidentiality and record keeping;
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4.03b

4.04

4.04a

4.04b

4.04c

4.03a4 Conducting appropriate investigations and referrals;

4.03a5 Impact of domestic violence on the work place, worker
productivity; and,

4.03a6 Safety risks of domestic violence to the workplace.

Training must be provided Department wide every two-years
and for all new personnel. All employees shall be provided
at new employee orientation and in the two-year training
courses with written materials that include information on
domestic violence, sexual assault and stalking, available
services for survivors and victims of domestic violence,
sexual assault, and stalking, and the Department’s policies
prohibiting workplace violence and harassment.

Domestic Abuse Leave: Domestic Abuse Leave is available

for employees who are themselves or have a household member
who is a victim of domestic violence. The employee is eligible
for intermittent paid or unpaid leave time for up to fourteen (14)
days in a calendar year for up to eight (8) hours in one day for
the reasons set forth in Section 3.01. The employee may use
accrued sick leave or other available paid time off (i.e.
compensatory time or unpaid leave consistent with the
Department’s leave policies).

When Domestic Abuse Leave is taken in an emergency, the
employee or the employee’s designee must give notice to his or
her supervisor or manager within twenty-four (24) hours of
commencing the leave.

A manager or supervisor may require verification of the need
for domestic abuse leave. If requested, the employee shall
provide the verification in one of the following forms:

4.04b1 Police report indicating that the employee or a family
member was a victim of domestic abuse;

4.04b2 A copy of an order of protection or other court
documents in connection with an incident of
domestic abuse; and,

4.04b3 A written statement of an attorney representing the
employee, a district attorney’s advocate, a law
enforcement official or a prosecuting attorney
regarding the employee or employee’s family member
indicating an incident of domestic abuse.

To the extent permitted by law, the Department will not withhold
pay, health coverage insurance or another benefit that has
accrued to the employee when the employee takes domestic
abuse leave. The Department will not include time taken for
domestic abuse leave in calculating eligibility for benefits.
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4.05

4.05a

4.06

4.06a

4.06b

4.07

Employee Assistance: Employees who are either victims of
domestic violence, sexual assault or stalking, or who are
perpetrators of these offenses may seek assistance from the
Department’s General Office and District Human Resource
Administrators, the Risk Management Bureau or the Department
Ombudsman. All inquiries shall remain confidential as provided
in section4.06, below. Those offices will assist the employee by
identifying available leave options which allow the employees to
address the abuse in their lives, which may include: judicial
relief, meeting with lawyers or law enforcement representatives;
seeking treatment for the employee or a family member by a
health care provider; obtaining or assisting family members in
obtaining services from domestic violence shelters or programs;
and participation in safety planning, relocation, or other actions
to increase the safety of the employee or a family member from
further domestic violence.

Discrimination and Retaliation are Prohibited: Employees
will not be discriminated or retaliated against on the basis of their
request for information or relief under this policy; however,
employees who violate the prohibitions contained in this directive
are subject to disciplinary action, up to and including termination
for a first offense.

Confidentiality: All information related to an employee or family
member who is a victim of domestic violence shall be kept
confidential to the greatest extent possible. The Department will
not disclose any verification information requested, and shall
maintain confidentiality of the fact that the employee or the
employee’s family member was involved in a domestic abuse
incident, that the employee requested or obtained domestic
abuse leave, or that the employee made any written or oral
statement about the need for domestic abuse leave.

The Department may disclose an employee’s information related
to domestic abuse leave only when the employee consents,
when a court or administrative agency orders the disclosure or
when otherwise required by law. In addition, the Department
may disclose information if it determines that maintaining
confidentiality puts the victim or other employees at risk of
physical harm, is required by law, or is deemed necessary to
enforce an order of protection. In such cases, the Department
will disclose only the minimum amount of information necessary
to protect the safety of the victim and/or other employees or
enforce an order of protection.

Nothing in this policy shall prevent the Department from
investigating an act or acts of domestic violence that happen
within the Department or a sponsored event. Supervisors, safety
personnel and law enforcement may be informed about an event
If it is necessary to protect the safety of the employee or the
employee’s co-workers.

Domestic Workplace Violence policy must be reviewed on an
annual basis.





GUIDELINES: 5.00

Department A. The Department shall ensure information of domestic
violence, sexual assault and stalking awareness and
services are readily available to employees.

The Department shall maintain, publish and post a statewide
list created by the Department of Children Youth and
Families (CYFD) in high visibility areas (i.e. bulletin boards,
break rooms and online). The CYFD list includes contact
information for counseling, advocacy and referral sources for
victims as well as counseling resources for perpetrators.
CROSS

REFERENCE: 6.00 AD 812, Workplace Violence Mitigation and Prevention
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BLOODBORNE PATHOGENS PROGRAM

Alvin C. Dominguez, P.E., Cabinet Secretary

AUTHORITY: 1.00

PURPOSE: 2.00

DEFINITIONS: 3.00

3.01

3.02

3.03

3.04

3.05

3.06

Supersedes Administrative Directive No. 816 dated June 1,
2003.

29 CFR 1910.1030 (OHSA)

The Bloodborne Pathogen Program is established to reduce the
Likelihood of exposure to employees in the workplace and to
inform employees of the appropriate protective measures that
need to be taken.

“Bloodborne Pathogens” means pathogenic microorganisms that
are present in human blood and can cause disease in humans.
These pathogens include, but are not limited to, Hepatitis B Virus
(HBV) and Human Immunodeficiency Virus (HIV).

“Exposure Incident” means a specific eye, mouth, other mucous
membrane, non-intact skin or parenteral (injection) contact with
blood or other potentially infectious materials that results from
the performance of an employee’s duties.

“HBV” means Hepatitis B Virus.

“HBC” means Hepatitis C Virus.

“HIV” means Human Immunodeficiency Virus.

“Occupational Exposure” means reasonably anticipated skin,
eye, mucous membrane, or parenteral contact with blood or

other potentially infectious materials that may result from the

performance of an employee’s duties.

“Vaccination” means a series of three shots given over a seven
month period. The vaccination is for the prevention of the
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3.07

4.00

4.01

4.02

4.03

5.00

6.00

Hepatitis B Virus. There are no vaccines for the Hepatitis C and
Human Immunodeficiency Viruses.

“ Eligible Employee” means that the following department
employees are required to perform exposure determination in
order to identify employees that may incur occupational
exposure to blood or other potentially infectious material;

All Maintenance Personnel
Supervisors and Foremen *
Area Maintenance Supervisor *
Risk Management Personnel

. Security *
. Buildings and Ground Personnel
. * (Positions subject to Risk Management discretion); any

position not listed is at the discretion of each individual
Risk Management Office.

Risk Management shall be responsible for, implementing,
monitoring, and evaluating the Bloodborne Pathogen Program
and any related training to include a refresher course every two
years.

All Risk Management Personnel and Supervisors must ensure
that employees are aware of the hazards by education, and
maintenance of an employee inoculation file.

An employee eligible for the vaccination has the option of
refusing such vaccination when first offered; the employee may
opt to receive the vaccination at any time while employed with
the NMDOT after initial refusal.

If an employee refuses the vaccination, the employee must sign
a statement waiving such vaccination (declination form).

NMDOT Exposure Control Plan

Administrative Directive 802
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OMNIBUS CONTROLLED SUBSTANCE AND

ALCOHOL TESTING PROGRAM

Alvin C. Dominguez, P.E., Cabinet Secretary

AUTHORITY:

PURPOSE:

DEFINITIONS:

1.00

2.00

3.00

Supersedes Administrative Directive No. 633, dated
December 6, 2001.

Omnibus Transportation Employee Testing Act of 1991,

49 U.S.C. Subtitle VI, Part B, §31306; 49 C.F.R. § 382; 49
C.F.R. Part 40; 1988 Drug Free Workplace Act; New Mexico
State Personnel Board Rule 1.7.8.8 NMAC; NMDOT
Administrative Directive 628 - Code of Conduct.

To establish the New Mexico Department of Transportation’s
NMDOT) policy and procedures to ensure compliance with the
requirements of the Omnibus Transportation Employee Testing
Act of 1991 and related federal regulations; to protect NMDOT
employees and the public from accidents and injuries resulting
from the use of controlled substance(s) and/or alcohol abuse by
employees who are required to operate vehicles requiring a
Commercial Drivers License (CDL); and to encourage
employees, prior to being selected for a drug or alcohol test, to
self-identify and request referral to an employee assistance
program, counseling or a drug and alcohol rehabilitation
program.

Actual Knowledge, for purposes of this directive, means actual
knowledge by a NMDOT supervisor or manager that a

NMDOT employee has used alcohol or controlled substances
based on the manager or supervisor’s direct observation of the
employee; information provided by the employee’s previous
employer(s); a traffic citation for driving a commercial motor
vehicle (CMV) while under the influence of alcohol or controlled
substances; or an employee’s admission of alcohol or controlled
substance use. Direct Observation as used in this definition
means observation of alcohol or controlled substances use and
does not include observation of employee behavior or physical
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3.01

3.02

3.03

3.04

3.05

3.06

3.07

3.08

characteristics sufficient to warrant reasonable suspicion testing.

Adulterated specimen means a specimen that contains a
substance that is not expected to be present in human urine, or
contains a substance expected to be present but is at a
concentration so high that it is not consistent with human urine.

Alcohol means the intoxicating agent in beverage alcohol, ethyl
alcohol, or other low molecular weight alcohols, including methyl
and isopropyl alcohol. It includes beer, wine, and all distilled
liquors containing methyl and/or ethyl alcohol and/or isopropyl
alcohol. References to use of alcohol includes use or
possession of beer, wine, distilled liquors or any beverage,
mixture or preparations containing methyl alcohol and/or ethyl
alcohol and/or isopropyl alcohol, including over the counter
products.

Alcohol concentration (or content) means the alcohol in a
volume of breath expressed in terms of grams of alcohol per 210
liters of breath as indicated by an evidential breath test (EBT).

Alcohol use means the drinking or swallowing of any beverage,
liquid mixture or preparation (including any medication)
containing alcohol.

Collection Site means a place where employees present
themselves for the purposes of providing breath or body fluid,
including saliva and urine, to be analyzed for alcohol or specified
controlled substances.

Commercial Motor Vehicle (CMV) means any vehicle or
combination of vehicles used to transport passengers or property
that:

1. Has a gross combination weight rating of 26,001 or more
pounds, inclusive of a towed unit with a gross vehicle
weight rating of more than 10,000 pounds; or

2. Has a gross vehicle weight of 26,001 or more pounds; or

3. Is designed to transport 16 or more passengers, including
the driver; or
4, Is of any size and is used in the transportation of materials

found to be hazardous for the purposes of the Hazardous
Materials Transportation Act and which requires the motor
vehicle to be placarded under the Hazardous Materials
Regulations (49 CFR part 172, subpart f), and

5. Which, under the New Mexico Motor Vehicle Code, may
only be driven by persons in possession of a valid
commercial driver’s license (CDL).

Confirmed drug test means a confirmation test result received
by a medical review officer (MRO) from a laboratory.

Controlled Substance(s) means Marijuana, Cocaine,
Amphetamines, Opiates and Phencyclidine (PCP).
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3.09

3.10

3.11

3.12

3.13

3.14

3.15

3.16

Designated Employer Representative (DER) means an
employee authorized by the NMDOT to take immediate action(s)
to remove employees from safety-sensitive duties, or cause
employees to be removed from these covered duties, and to
make required decisions in the testing and evaluation processes.
The DER also receives test results and other communications for
the employer, consistent with the requirement of federal
regulations. In the NMDOT, the DER is the Risk Management
Bureau Chief or his or her designee.

Dilute Specimen means a specimen with creatinine and specific
gravity values that are lower than expected for human urine.

Disabling damage means damage that precludes departure of a
motor vehicle from the scene of an accident in its usual manner
in daylight after simple repairs. This includes damage to motor
vehicles that could have been driven, but would have been
further damaged if so driven.

Driver means any person who operates a commercial motor
vehicle. This includes, but is not limited to: full time, regularly
employed drivers; casual, intermittent or occasional drivers;
leased drivers and independent owner-operator contractors. All
NMDOT positions that require the possession, and use, of a
commercial drivers license (CDL) are included in this definition.
For purposes of this directive, this is synonymous with “safety-
sensitive position.”

Drugs for which tests are required under this Directive are
marijuana, cocaine, amphetamines, phencyclidine (PCP) and
opiates.

Medical Review Officer (MRO) is a person who is a licensed
physician and who is responsible for receiving and reviewing
laboratory results generated by an employer’s drug testing
program and evaluating medical explanations for certain drug
test results.

Performing (a safety sensitive function) means any period
during which an employee is actually performing, ready to
perform, or immediately available to perform any safety sensitive
function.

3.15a A supervisor, mechanic or clerk who is on call to perform
safety-sensitive functions may be tested at any time they
are on call, ready to be dispatched while on duty.

Refusal to test or to submit to an alcohol or controlled
substances test means that a driver:

1. Fails to appear for any test (except a pre-employment test)
within a reasonable time, as determined by the NMDOT,
after being directed to do so by the NMDOT;

2. Fails to remain at the testing site until the testing process is
complete;
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3. Fails to provide a urine specimen for any controlled
substances testing;

4. In the case of a directly observed or monitored collection,
fails to permit the observation or monitoring of the
employee’s provision of a specimen;

5. Fails to provide a sufficient amount of urine when directed,
and it has been determined through a required medical
evaluation that there was no adequate medical explanation
for the failure;

6. Fails or declines to take a second test the employer or
collector has directed the employee to take;

7. Fails to undergo a medication examination or evaluation, as
directed by the MRO s part of the verification process, or as
directed by the Designated Employer Representative (DER);
in the case of a pre-employment drug test, the employee is
deemed to have refused to test on this basis only if the pre-
employment test is conducted following a contingent offer of
employment;

8. Fails to cooperate with any part of the testing process; or

9. Is reported by the MRO as having a verified adulterated or
substituted test result.

Safety-Sensitive Function, for purposes of this Administrative
Directive, means all time from the time a driver begins to work or
is required to be in readiness to work until the time he/she is
relieved from work and all responsibility for performing work.
Safety-sensitive functions include:

1. All time spent at a NMDOT facility or property, or on any
public property, waiting to be dispatched, unless the driver has
been relieved form duty by the NMDOT;

2. All time inspecting equipment, servicing, or otherwise
inspecting, servicing or conditioning any commercial motor
vehicle at any time;

3. All time spent driving at the driving controls of a commercial
motor vehicle in operation;

4. All time, other than driving time, in or upon any commercial
motor vehicle except time spent resting in a sleeper berth;

5. All time loading or unloading a vehicle, supervising, or
assisting in the loading or unloading, attending a vehicle
being loaded or unloaded, remaining in readiness to operate
the vehicle, or in giving or receiving receipts for shipments
loaded or unloaded; and
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4.00

5.00

5.01

6.0

6. All time repairing, obtaining assistance, or remaining in
attendance upon a disabled vehicle.

Substance Abuse Professional (SAP) is a person who
evaluates employees who have violated the State of New
Mexico and/or NMDOT controlled substance(s) and alcohol
regulations or directives, and makes recommendations
concerning education, treatment, follow-up testing, and aftercare.
This person can be a licensed physician; licensed or certified
psychologist; licensed or certified social worker, employee
assistance professional or addiction counselor; or a state
licensed or certified marriage and family therapist.

POLICY STATEMENT

It is the goal of the NMDOT to provide a safe workplace and
ensure the safety of its employees and the traveling public by
eliminating the risks that result from employee use or abuse of
controlled substances and/or alcohol. Controlled substances
and alcohol testing is an integral part of the NMDOT's program.
This directive addresses the testing processes for employees
holding safety-sensitive positions.

The NMDOT will provide training, education, and other
assistance to its employees to help them understand their rights
and responsibilities under the testing program and NMDOT
policies outlined in this directive.

WHO IS COVERED BY THIS DIRECTIVE?

Employees of the NMDOT who are required to have a
Commercial Driver’s License (CDL) are considered to hold
“safety-sensitive” positions and are subject to the testing outlined
in this Directive.

Who is not covered by this Directive?

NMDOT employees who do not hold safety-sensitive positions
are not subject to testing under this Directive. Non-safety
sensitive employees may be tested pursuant to the requirements
of State Personnel Board Rules, which permit testing for drugs
and/or alcohol if: (1) the NMDOT has a reasonable suspicion that
the employee has committed drug or alcohol abuse based on,
but not limited to, direct observation of the physical symptoms or
manifestations of being under the influence of a drug or alcohol
while on duty, or direct observation of the use or possession of
drugs or drug paraphernalia, or the use of alcohol while on duty;
or (2) following the employee’s voluntary self-identification of
drug or alcohol abuse. Such testing and related actions are
conducted pursuant to State Personnel Board Rule 1.7.8 NMAC.

Because testing of non safety-sensitive employees is covered
under State Personnel Board Rules, that process is not included
in this Directive.

WHAT ARE EMPLOYEES TESTED FOR UNDER THIS
DIRECTIVE?
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6.02a
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Employees in safety sensitive positions will be subject to testing
for the following:
a. Alcohol
b. Marijuana
c. Cocaine
d. Amphetamines
e. Phencyclidine (PCP)
f. Opiates

Legal Drug Use

Any employee in a safety sensitive position who is taking either
prescription or non-prescription medication must be aware of the
warning labels on the medications. It shall be the responsibility
of the employee to determine the effects of these drugs on job
performance and safety.

Generally, the effects of the medication would be substantial if
the medication container states that driving should not be done
after taking the medication, or if drowsiness occurs after taking
the medication.

With respect to prescription medication, before an employee
engages in a safety sensitive function, a physician must
specifically advise the employee that the substances in a
prescription will not adversely affect the employee’s ability to
safely operate a commercial motor vehicle.

If these medications adversely affect the performance or safety
of the employee, it shall be the employee’s obligation to notify his
or her supervisor. The employee is not required to identify the
specific medication he or she is on, nor is the employee required
to disclose the medical reason for the medication.

Failure to report such job safety or job performance hazards may
result in disciplinary action.

WHEN IS AN EMPLOYEE SUBJECT TO TESTING UNDER
THIS DIRECTIVE?

This Directive applies to employees of the NMDOT when they
are engaged in or are performing “safety-sensitive functions.”
This means all time from the time a driver begins to work or is
required to be in readiness to work until the time he or she is
relieved from work and all responsibility for performing work.
This includes supervisors who hold commercial drivers’ licenses
and who may potentially be called to perform safety-sensitive
functions during any given work day.

Testing may occur under any of the following circumstances:
a. pre-employment
b. random

c. reasonable suspicion

d. post-accident

e. return to duty

f. follow up testing
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WHAT ARE THE RULES REGARDING ALCOHOL?

No employee shall report for duty or remain on duty requiring the
performance of safety-sensitive functions while having an alcohol
concentration of 0.04 or greater, or while under the influence of
or impaired by alcohol.

If any supervisor or manager of the NMDOT has actual
knowledge that an employee has an alcohol concentration of
0.04 of greater, he or she shall not permit the employee to
perform or continue to perform safety-sensitive functions.

8.01.1 If an employee’s behavior, speech or performance are
indicators of alcohol misuse, the NMDOT shall not
permit the employee to perform or continue to perform
safety sensitive functions until:

a. an alcohol test is administered and the employee’s
alcohol concentration measures less than 0.02; or

b. twenty-four (24) hours have elapsed following a
determination that there is a reasonable suspicion to
believe that the employee has violated the
provisions of this Directive.

c. The NMDOT may not take action against an
employee based solely on the employee’s behavior
and appearance, with respect to alcohol use, in the
absence of an alcohol test. However, this does not
prohibit the NMDOT with authority apart from this
Directive from taking any action otherwise consistent
with law.

No employee shall use alcohol while performing safety-sensitive
functions.

8.02.1 If any supervisor or manager of the NMDOT has actual
knowledge that an employee is using alcohol while
performing safety-sensitive functions, he or she shall not
permit the employee to perform or continue to perform
safety-sensitive functions.

No employee shall perform safety-sensitive functions within four

(4) hours after using alcohol.

8.03.1 If any supervisor or manager of the NMDOT has actual
knowledge that an employee has used alcohol within
four (4) hours of performing safety-sensitive functions,
he or she shall not permit the employee to perform or
continue to perform safety-sensitive functions.

No employee who is required to take a post-accident alcohol test
shall use alcohol for eight (8) hours following the accident, or
until he/she undergoes a post-accident alcohol test, whichever
occurs first.
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No employee who is found to have an alcohol concentration of
0.02 or greater but less than 0.04 shall perform or continue to
perform safety-sensitive functions for the NMDOT, including
driving a commercial motor vehicle, nor shall the NMDOT allow
the employee to do so until the start of the employee’s next
regularly scheduled duty period, but not less than 24 hours
following administration of the test.

8.05.1 The NMDOT will not take any action against an
employee, other than as provided in section 8.05 above,
based solely on test results showing an alcohol
concentration less than 0.04. However, this does not
prohibit the NMDOT from taking any action based upon
other independent authority.

WHAT ARE THE RULES REGARDING THE USE OF
CONTROLLED SUBSTANCES?

No employee subject to this Directive shall report for duty or
remain on duty requiring the performance of safety-sensitive
functions when the employee uses any controlled substance,
except when the use is pursuant to the instructions of a licensed
medical practitioner who has advised the employee that the
substance will not adversely affect the employee’s ability to
safely operate a commercial motor vehicle.

No supervisor or manager of the NMDOT having actual
knowledge that an employee has used a controlled substance
shall permit the employee to perform or continue to perform a
safety-sensitive function.

A NMDOT supervisor or manager may require an employee to
inform him or her of any therapeutic drug use. See Section 6.02,
above.

No employee shall report for duty, remain on duty or perform a
safety-sensitive function, if the employee tests positive or has
adulterated or substituted a test specimen for controlled
substances.

No NMDOT supervisor or manager having actual knowledge that
an employee has tested positive or has adulterated or
substituted a test specimen for controlled substances shall
permit the employee to perform or continue to perform safety-
sensitive functions.

WHAT ARE THE TYPES OF TESTING?

Pre-Employment Testing: Prior to the first time a safety-
sensitive employee performs safety-sensitive functions for the
NMDOT, the employee must undergo testing for controlled
substances, unless:

10.01.1 the employee has participated in a controlled
substances testing program that meets the requirements





10.01.2 while participating in that program, the employee was
either:

a. tested for controlled substances within the past six
(6) months; or

b. participated in the random controlled substances
testing program for the previous twelve (12) months;
and

10.01.3 the NMDOT ensures that no prior employer of the
employee of whom the NMDOT has knowledge has
records of a violation of the controlled substances use
rule or another DOT agency within the previous six (6)
months.

10.01.4 The NMDOT may conduct pre-employment alcohol
testing. If the NMDOT chooses to conduct such a test, it
must:

a. conduct a pre-employment alcohol test before the
first performance of safety-sensitive functions by
every covered employee, whether they are a new
employee or transferring from a non-safety sensitive
position;

b. treat all safety-sensitive employees performing
safety-sensitive functions the same for purposes of
pre-employment testing;

c. conduct the pre-employment tests after making a
contingent offer of employment or transfer, subject
to the employee passing the pre-employment
alcohol test;

d. conduct all pre-employment alcohol tests using the
alcohol testing procedures of 49 CFR part 40;

e. not allow a covered employee to begin performing
safety-sensitive functions unless the result of the
employee’s test indicates an alcohol concentration
of less than 0.04.

10.01.5 The NMDOT must notify an employee of the results of a
pre-employment controlled substances test, if the
employee requests such results, within 60 calendar days
of being notified of the disposition of the employment
application.

10.01.6 Refusal to submit to pre-employment controlled

substance and/or alcohol testing disqualifies an
applicant from employment with the NMDOT.

AD 633 9





10.02 Post-Accident Testing

10.02.1

10.02.2

10.02.3
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Alcohol: As soon as practicable following an accident
involving a commercial motor vehicle operating on a public
road in commerce, the NMDOT must test for alcohol for each
of its surviving employees:

10.02.1a  who was performing safety-sensitive functions with

respect to the vehicle, if the accident involved the
loss of human life; or

10.02.01b who receives a citation within 8 hours of the

occurrence under state or local law for a moving
traffic violation arising from the accident, if the
accident involved:

a. bodily injury to any person who, as a result of
the injury, immediately receives medical
treatment away from the scene of the accident;
or

b. one or more motor vehicles incurring disabling
damages as a result of the accident, requiring
the motor vehicle to be transported away from
the scene by a tow truck or other motor vehicle.

Controlled Substances: As soon as practicable following an
accident involving a commercial motor vehicle operating on a
public road in commerce, the NMDOT must test for controlled
substances for each of its surviving employees:

10.02.2a  who was performing safety-sensitive functions with

respect to the vehicle, if the accident involved the
loss of human life; or

10.02.2b  who receives a citation within thirty-two (32) hours of

the occurrence under state or local law for a moving
traffic violation arising from the accident, if the
accident involved:

a. bodily injury to any person who, as a result of
the injury, immediately receives medical
treatment away from the scene of the accident;
or

b. one or more motor vehicles incurring disabling
damages as a result of the accident, requiring
the motor vehicle to be transported away from
the scene by a tow truck or other motor vehicle.

An employee who is subject to post-accident testing must
remain readily available for such testing or may be deemed by
the NMDOT to have refused to submit to testing. Nothing in
this Directive shall be construed to require the delay of
necessary medical attention for injured people following an
accident or to prohibit an employee from leaving the scene of
an accident for the period necessary to obtain assistance in

10
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responding to the accident, or to obtain necessary emergency
medical care.

10.02.4 An employee subject to post-accident controlled substances
testing may continue to drive pending receipt of the results of
the controlled substances test, unless no other restrictions are
imposed under this Directive or by law enforcement officials.

10.02.5 The results of a breath or blood test for the use of alcohol, or
of urine tests for the use of controlled substances, conducted
by Federal, State or Local officials having independent
authority for the tests shall be considered to meet the
requirements of this directive, provided the tests conform to
applicable alcohol or controlled substance testing
requirements and that the results of the tests are obtained by
the NMDOT.

10.02.6 The NMDOT will notify an employee of the results of a post
accident test for controlled substances if the test results are
verified positive, and shall also notify the employee which
controlled substance(s) were verified as positive.

10.03 Random Testing: Every employee covered by this Directive
shall submit to random alcohol and controlled substance testing.

10.03.1 With respect to alcohol testing, an employee will only be tested
for alcohol while he or she is performing safety-sensitive
functions, just before he or she is to perform safety-sensitive
functions, or just after he or she has ceased performing such
functions.

10.03.2 Random controlled substance testing may be performed
whenever a CDL driver is on-duty during normal working
hours.

10.03.3 Employees, including patrol supervisors, who do not drive as a
part of the employee’s usual job functions, but who hold a CDL
and may be called upon to drive at any time, on an occasional
or emergency basis, must be in the random testing pool at all
times.

10.03.4a A controlled substance test must be administered
each time the employee’s name is selected from
the pool.

10.03.4b  Alcohol testing may only be conducted just before,
during or just after the performance of a safety-
sensitive function.

a. If the employee’s name is selected, the
NMDOT must wait until the next time the
employee is just to perform a safety-sensitive
function, is performing a safety sensitive
function, or just after the employee has
ceased to perform such functions. If the
random selection period expires before the

11
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10.03.7

10.04

10.04.1

At each random selection time, all holders of CDLs must have
an equal chance of being selected. If an employee is selected
for random controlled substance(s) and/or alcohol testing, it is
entirely possible that the same employee could be chosen
again during the year, because once an employee is tested,
the employee is not removed from the selection process, but
instead is re-entered into the general pool of CDL holders.

The random tests shall be unannounced, and each employee
who is notified of selection for the random testing must
proceed to the test site immediately and is required to report
for testing within two hours of being notified; provided,
however, that if the driver is performing a safety-sensitive
function, other than driving a commercial motor vehicle, at the
time of natification, the NMDOT shall instead ensure that the
employee ceases to perform the safety-sensitive related
function and proceeds to the testing site as soon as possible.

The NMDOT will notify an employee of the results of a random
test for controlled substances if the test results are verified
positive, and shall also notify the employee which controlled
substance(s) were verified as positive.

Reasonable Suspicion Testing:

Alcohol. The NMDOT will require an employee to submit to
an alcohol test when it has reasonable suspicion to believe
that the employee has violated the prohibitions of this Directive
concerning alcohol. The NMDOT's determination of
reasonable suspicion must be based upon specific,
contemporaneous, articulable observations concerning the
appearance, behavior, speech or body odors of the employee.

10.04.1a  The observations must be made during, just
preceding or just after the period of the work day
that the employee is required to be in compliance
with this Directive. The employee may be directed
to only undergo reasonable suspicion testing while
the driver is performing safety-sensitive functions,
just before the driver is to perform safety-sensitive
functions, or just after the driver has ceased
performing such functions.

10.04.1b  If an alcohol test is not administered within two (2)
hours following the determination of reasonable
suspicion, the NMDOT must prepare a written
record stating why the test was not promptly
administered; if the test is not administered within
eight (8) hours of the determination of reasonable
suspicion, the NMDOT must cease attempts to
administer an alcohol test, and must prepare a
written record of the reasons for not administering
the test.
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10.04.2 Controlled Substances. The NMDOT will require an
employee to submit to a controlled substances test when it has
reasonable suspicion to believe that the employee has violated
the prohibitions of this Directive concerning controlled
substances. The NMDOT’s determination of reasonable
suspicion must be based upon specific, contemporaneous,
articulable observations concerning the appearance, behavior,
speech or body odors of the employee. The observations may
include indications of the chronic and withdrawal effects of
controlled substances.

10.04.3 The required observations for reasonable suspicion must be
made by an NMDOT supervisor or manager who has received
training on alcohol misuse and controlled substances use. A
written record must be made of the observations leading to an
alcohol or controlled substances reasonable suspicion test,
and signed by the NMDOT supervisor or manager who made
the observations, within 24 hours of the observed behavior or
before the results of the tests are released, whichever is
earlier.

10.04.4 The NMDOT will notify an employee of the results of a
reasonable suspicion test for controlled substances if the test
results are verified positive, and shall also notify the employee
which controlled substance(s) were verified as positive.

10.05 Return to Duty Testing: If an employee has been removed
from duty due to a positive alcohol or controlled substances test,
the NMDOT must determine whether the employee will be
returned to the performance of safety sensitive functions. The
NMDOT is not required to return the employee to those duties.
However, if the decision is made to allow the employee to return
to his or her safety-sensitive duties, the employee must first take
a return-to-duty test prior to returning to the performance of
safety-sensitive functions. This test cannot occur until the
Substance Abuse Professional has determined that the
employee has successfully complied with prescribed education
and/or treatment.

10.06 Follow-Up Testing: Any safety-sensitive employee who has
violated this Directive, and who seeks and is allowed by the
NMDOT to resume the performance of safety-sensitive functions,
must participate in a follow-up testing plan. At a minimum, the
employee will be subject to six unannounced follow-up tests
within the first 12 months of safety sensitive duty following the
employee’s return to safety-sensitive functions. The tests may
be for alcohol, controlled substances or both, depending upon
the determination of the Substance Abuse Provider.

11.0 HOW ARE THE TESTS CONDUCTED?
11.01 Controlled substance(s) testing procedure

A process known as urinalysis is used to test for controlled
substances. To maintain the accuracy and integrity of the tests,
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and to protect the rights of the employees, a very strict
procedure must be followed.

All safety-sensitive employees will be required to sign urinalysis
and alcohol testing consent forms at the implementation of this
policy or upon employment.

Testing procedures will be in accordance with 49 CFR part 40.

The following is the procedure that employees can expect:

1. Specimen Collection

a.

When an employee is selected for a controlled
substance(s) test, they will be sent to a collection site
previously selected by the NMDOT. The collection site
must have adequate security to prevent the specimen
from being tampered with in any way. Only the
authorized collection agent and the employee will be
permitted to handle the specimen before it is forwarded
to an approved laboratory.

When the employee arrives at the testing site, the
collection site agent must make a positive identification.
This will be accomplished with the employee’s photo ID.
If the employee cannot be positively identified, the DER
will be contacted to verify the identity of the employee.

Once proper ID has been established the employee will
be required to remove outer clothing (i.e., coat, jacket).
This is done to prevent anything being concealed that
may be used to contaminate or substitute the specimen.
The employee will also be asked to empty his or her
pockets and display the items in them. Failure to comply
with the collection sites’ directions will constitute a failure
to test.

The employee will be asked to wash his or her hands.
Once this is done, the employee will be required to
remain in the presence of the collection agent. The
employee will not be permitted to go near anything that
could contaminate the specimen.

The employee will then be given a specimen bottle and
asked to provide urine specimen. He or she will be
allowed to go into the restroom or stall alone to provide
the specimen. The employee will be asked to provide at
least 45 ml. of urine.

If the employee cannot provide an adequate specimen,
he or she will be expected to wait at the collection site
and may be required to drink up to forty (40) ounces of
fluid during a period of up to three (3) hours, and then
asked to produce a specimen. The employee will not
leave without producing a specimen.
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If the employee refuses to drink the fluid or to provide a
specimen, it will be considered a refusal to test and,
under this policy, dismissal will result unless a licensed
physician determines that a medical condition has or
could have precluded the employee from producing an
adequate amount of urine. It is the employee’s
responsibility to provide such documentation at the
employee’s expense.

Once the specimen has been produced, it will be
handled only by the collection agent in the presence of
the employee. The collection agent will determine
certain things such as temperature of specimen,
impurities, and note discolorations. If it is determined
that the specimen is not within the accepted range, the
employee will be required to produce another specimen.
If it is determined that the employee has contaminated
the specimen, it will be viewed as a refusal to test and,
under NMDOT policy, dismissal from employment will
result.

The sample will then be divided between two (2) bottles.
Thirty (30) ml. will be poured into one bottle; at least 15
ml will be poured into a second bottle. The second (Z”d)
bottle will be used as a split specimen.

A tamper-proof seal will be placed over each bottle and
marked by the employee, who will be asked to initial the
seal, guaranteeing the integrity of the specimen. The
collection agent will complete a “chain of custody and
control” form, seal it inside an envelope, seal the
envelope inside a shipping container, and forward it to
an approved laboratory. Throughout this process, both
the employee and the collection site person will keep the
specimen in view at all times until it has been placed in
the envelope and shipping container.

Direct Observation Collections: There are occasions
when the NMDOT will direct an immediate collection
under direct observation with no advance notice to the
employee.

a. This will occur if:

1. The laboratory reports to the MRO that a
specimen is invalid and the MRO has reported
to the NMDOT that there was no adequate
medical explanation for the result;

2. The MRO reports to the NMDOT that the
original, positive, adulterated or substituted
result had to be cancelled because the test of a
split specimen could not be performed; or

3. The laboratory reported to the MRO that the
specimen was negative-dilute and the MRO
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The NMDOT may also direct a collection under
direct observation of an employee if the drug test is
a return to duty test or a follow up test.

In any case, the NMDOT must explain to the
employee the reason for a directly observed
collection.

If an employee declines to allow a directly observed
collection required or permitted under this Directive,
this will be a refusal to test.

2. Laboratory testing procedures

The specimen will be processed as follows:

Federal Drug Testing Custody & Control Form (CCF)
must be correctly completed, and the container &
specimen must have arrived at laboratory unopened.
The sample & container must show no evidence of
tampering.

1.

a.

Once the sample is received, the laboratory will
initiate its own Chain of Custody & Control Form to
ensure the sample is not tampered with, inspect the
shipping container and record any discrepancy and
report it to the NMDOT.

The laboratory will store the split sample in cold
storage for 60 days, unless the primary sample is
declared negative, and then it will be discarded.

An initial test of the primary sample will be
conducted to determine whether the specimen falls
below cut-off levels of the five controlled substances.
All specimens which exceed any cut-off level and
are identified as a positive on the initial test will be
given a confirmatory test. The lab will then report
the test results to the Medical Review Officer (MRO).

Cutoff Concentrations for Screening and Confirmation Testing

Type of Controlled Screening Test Target Confirmation Test Levels
Substance(s) or Metabolite Levels

Marijuana metabolites 50 ng/ml 15 ng/ml
(i) Delta-9-tetrahydrocanna-
binol-9-carboxylic acid (THC)
Cocaine metabolites 300 ng/ml 150 ng/ml
Amphetamines

@ Amphetamine 1000 ng/ml 500 ng/ml

(i) Methamphetamine 500 ng/ml
Opiate metabolites
(i) Codeine 2000 ng/ml 2000 ng/ml
(i) Morphine 2000 ng/ml
(iii) 6-actylmorphine 10 ng/ml
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Phencyclidine (PCP)

25 ng/ml | 25 ng/ml

A controlled substances test refusal shall be treated as a positive test result for use of controlled

substance(s).
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d. The laboratory is required to report the test results to
the MRO. The laboratory must send the results of
positive test to the MRO within an average of forty-
eight (48) hours once the results are determined.
The MRO may choose to conduct medical interviews
with the employee, review the employee’s medical
history, or review any other relevant biomedical
factors. The employee will have an opportunity to
provide information to the MRO at this time.

2. Inthe event of a positive test result or a refusal to test
because of adulteration or substitution, the (MRO) must
notify the employee and advise the employee that he or
she has seventy-two (72) hours to request a
confirmation test using the split sample contained in the
second bottle. This test will be conducted at the
Department’s expense.

11.02 Alcohol Testing Procedure

12.0

1.

Two (2) methods of initial screening are used to determine if
alcohol is present in the body and, if so, in what
concentrations. The most commonly used is breath
analysis, but a saliva swab technique is also approved for
initial screening. In either instance, a trained individual must
perform the test.

If, in either instance, the blood alcohol concentration is
indicated to be 0.02 percent or greater then a confirmation
test will be administered. This confirmation test must be
conducted as a breath analysis on a computerized
instrument known as a Breathalyzer.

If the confirmation test confirms a blood alcohol
concentration of 0.02 or greater but less than 0.04 percent,
the employee will not be permitted to perform any safety
sensitive function for at least twenty-four (24) hours.

If the confirmation test confirms a blood alcohol
concentration level of 0.04 percent or higher, the employee
will be removed from any safety sensitive functions
immediately. Under NMDOT policy, the employee will be
subject to dismissal.

CAN AN EMPLOYEE REFUSE TO TAKE AN ALCOHOL OR
CONTROLLED SUBSTANCES TEST?

No employee shall refuse to submit to any of the following

alcohol or controlled substance tests:
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12.01

13.0

13.01

13.02

13.03

13.04

13.05

13.06

13.07

Post Accident Reasonable Suspicion
Random Follow up

The NMDOT will not permit an employee who refuses to submit
to such tests to perform or continue to perform safety-sensitive
functions.

An employee, after receiving a copy of this policy, shall be
deemed to have refused a test if he/she engages in any of the
actions described under this Directive’s definition of “Refusal to
test or submit.” In such case, appropriate disciplinary action will
be taken to terminate the employee’s employment.

WILL EMPLOYEES BE REMOVED FROM THEIR SAFETY-
SENSITIVE DUTIES IF THEY RECEIVE A POSITIVE TEST
RESULT?

The NMDOT cannot permit, and no employee may perform,
safety-sensitive functions, including driving a commercial motor
vehicle, if the employee has engaged in conduct prohibited by
this Directive.

The NMDOT cannot permit, and no employee who has violated
this directive may perform, safety-sensitive functions including
driving a commercial motor vehicle, unless he or she has met the
evaluation and testing requirements established by a Substance
Abuse Provider.

If the NMDOT receives a verified positive controlled substances
test result, the employee will be immediately removed from
performing safety-sensitive functions.

If the NMDOT receives a verified adulterated or substituted
controlled substances test result, it will be considered a refusal to
test and the employee will be immediately removed from
performing safety sensitive duties.

If the NMDOT receives an alcohol test result of 0.04 or greater,
the employee will be immediately removed from performing
safety-sensitive functions. If the alcohol test result is between
0.02 — 0.039, the employee will be temporarily removed from
performing safety-sensitive functions in accordance with 11.02.3
above.

If the NMDOT receives a verified positive, adulterated or
substituted test result, or has otherwise violated this Directive,
the employee will not be returned to the performance of safety-
sensitive functions until or unless the employee successfully
completes the return to duty process. This provision does not
preclude appropriate action from being taken in accordance with
Section 16 of this policy.

A verified positive controlled substances test, an alcohol test
result indicating a concentration of 0.04 or greater, a refusal to
test, or any other violation of this Directive constitutes a
controlled substances and alcohol regulation violation. If an
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13.08

14.0

14.01

14.02

15.0

15.01

15.02

15.03

13.08.1 After an employee has been evaluated by a SAP, the
employee may not seek a second SAP’s evaluation in
order to obtain another recommendation.

WHAT HAPPENS IF A TEST IS INVALID OR CANCELLED?

If the NMDOT receives a controlled substances test result
indicating that the employee’s specimen was invalid and that a
second collection must take place under direct observation:

a. The employee will be immediately directed to provide a new
specimen under direct observation;

b. The employee will not be given any advance notice of this
test requirement.

If the NMDOT receives a cancelled test result when a negative
result is required (e.g., pre-employment, return to duty or follow
up), the employee will be directed to provide another specimen
immediately.

WHO CAN GET A COPY OF RECORDS REGARDING AN
EMPLOYEE’'S TESTS?

An employee is entitled, upon written request, to copies of any
records pertaining to his or her use of alcohol or controlled
substances, including any records pertaining to the employee’s
alcohol or controlled substances tests.

Records must be made available by the NMDOT to a
subsequent employer upon receipt of a written request from an
employee. Disclosure by the subsequent employer is permitted
only as expressly authorized by the terms of the employee’s
request.

The NMDOT is prohibited from releasing individual test results or
medical information about an employee to third parties without
the employee’s or his/her legal representative’s specific written
consent. There are situations in which this rule may not apply:

a. Legal proceeding (e.g. Lawsuits, Grievance, Disciplinary
actions, Administrative proceedings);

b. Criminal or civil action resulting from an employee’s
performance or safety-sensitive duties;

c. Regulatory Agencies; and
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16.0

16.01

16.02

d. National Transportation Safety Board

WHAT ARE THE OPTIONS FOR AND CONSEQUENCES TO
EMPLOYEES IF THEY USE CONTROLLED SUBSTANCES(S)
AND/OR ALCOHOL?

Self Referrals

Employees subject to testing under this policy are encouraged to
voluntarily self identify to the NMDOT DER or any managetr,
District Engineer, Division Director or Bureau Chief, who in turn
will refer them to a Substance Abuse Professional before
“selection for any testing occurs. All Employees who self Identify
will be referred to the Risk Management Bureau after the initial
thirty (30) day calendar day period for appropriate follow-up
testing.

In the event an employee voluntarily self identifies, the NMDOT
is required to remove an employee from safety sensitive
functions until the employee has obtained a release from a SAP
to return to safety sensitive duties. The SAP may recommend
the employee to be subject to follow-up testing for a period not to
exceed 60 months.

Any verified positive test results for controlled substance(s)
and/or alcohol, a refusal to test, or otherwise interfering with the
testing process, during the follow-up testing period will be
considered grounds for termination.

Positive Test Results for Controlled Substance(s) and/or
Alcohol

A. ltis strictly prohibited and a violation of NMDOT policy for an
employee subject to testing under this Directive to report to or
remain at work while under the influence of either controlled
substance(s) and/or alcohol.

B. Any employee who tests positive for controlled substance(s)
and/or alcohol shall be immediately removed from safety-
sensitive functions to protect the employee, his or her co-workers
and the traveling public.

1. The employee will be deemed to have violated NMDOT
policy and, pursuant to State Personnel Board Rule
Subsection A of 1.7.7.13 NMAC, any employee who appears
for work but is in violation of agency policy governing their
readiness to work shall be considered to be absent without
leave.

C. A confirmed positive test result will result in the following
actions being taken:

1. An employee who tests positive for controlled
substance(s) above the threshold levels or who tests
positive for alcohol at the 0.04 level or greater will be
terminated from employment.
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2. An employee who tests positive for alcohol at the .02-
0.039 level will be suspended without pay, the duration
of which will be determined by the appropriate
supervisor or manager after a review of the employee’s
prior work history. However:

a. An employee who tests positive at the 0.02-0.039
level and who has an employment history of other
disciplinary actions may be dismissed.

b. An employee who tests positive at the 0.02-0.039
level who is involved in an accident resulting in a
fatality will be dismissed.

16.03 Consequences of the Possession/Selling/Distribution of

17.0

Controlled Substance(s) or Alcohol

Employees who engage in the sale, use, possession, or other
illegal transfer of alcohol, illegal drugs or controlled substance(s),
or offer to buy or sell such substances, or abuse of prescribed
drugs, while on duty or on NMDOT property, will be subject to
dismissal.

Employees found to have engaged in the illegal possession,
selling, transferring or consumption of controlled substance(s)
while on duty or in the workplace will be reported to law
enforcement authorities and dismissed from employment.

The consumption of alcoholic beverages while on duty shall
result in dismissal from employment.

WHAT RESOURCES DO EMPLOYEES HAVE IF THEY HAVE
QUESTIONS ABOUT THIS DIRECTIVE, CONTROLLED
SUBSTANCES AND ALCOHOL TESTS, OR RELATED
ISSUES?

A. NMDOT Contacts: The NMDOT contacts for questions and
information regarding the USDOT alcohol and drug regulations,
this Directive and related materials, are the General Office and
District Human Resources Administrators and Controlled
Substance(s) and Alcohol Abuse Coordinators, or the Risk
Management Bureau at (505) 827-2513.

B. Employee Assistance Resources: The NMDOT will
provide or provide access to substance abuse awareness
programs to inform employees about issues and risks of
substance abuse. Information and referrals for treatment are
available through the NMDOT’s Human Resources Division.
The NMDOT will observe confidentiality regarding requests by
employees for any type of substance abuse counseling,
information or assistance. No information will be disclosed
without the written consent of the employee except in response
to a court order.
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18.

The procedures outlined in this section are provided for
reference only. The provisions in other portions of this directive
constitute the Department’s policy. In all cases, the Federal
Motor Carrier Safety Act, 49 CFR Part 40 and Section 382 will
control.

Random Testing:

SUPERVISOR: Once a designated supervisor has received the
list of employees to be tested for that day, it is the supervisor’'s
responsibility to contact each employee so listed and direct them
to report to the collection facility as soon and promptly as
possible. Under no circumstances will the employee report later
than two (2) hours after being notified.

EMPLOYEE: The employee will be selected for testing by
means of random number generation. The employee must
report to the testing location within two (2) hours of notification
and participate actively in either or both the controlled
substances (drug) and alcohol testing, in compliance with
established Federal laws, rules and regulations. Those
employees who do not report to the collection facility after being
notified of a testing requirement will be deemed as refusing to
submit to testing. The maximum reporting time to report for
testing to either the mobile of fixed collection site is two (2)
hours. Chain of Custody will be established at the collection site.

Negative Alcohol Test Results: If an alcohol test is negative,
the employee will return back to unrestricted duty. Chain of
custody continues. In the event of a positive alcohol test the
employee will remain at the testing location and the Department
will arrange for transportation to the employees home of record
or location of temporary residence for employees who are on
per-diem status.

Positive Employee Alcohol Test Results:

Once the Breathalyzer test has been confirmed as positive for
alcohol, for results of 0.02 to 0.39, the employee must be
removed from the safety sensitive position for at least twenty-
four (24) hours. For results of 0.04 or higher, the employee must
be removed from a safety sensitive position and the matter
referred to management for appropriate disciplinary action.

The Breathalyzer Technician will notify the employee’s
supervisor immediately when one of the above testing situations
exists.

When either of the above testing results exists, the employee will
be provided a ride home; under no circumstances will an
employee who tests positive to any extent for alcohol be allowed
to drive home.

Positive Employee Controlled Substances Test Results:

If a test is screened as potentially positive, the employee is
tested again to be “confirmed” by laboratory analysis as positive.
The employee will not be returned to safety sensitive duties.
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19.

If the laboratory confirms the test as positive, it is forwarded to
the Medical Review Officer for review and employee contact.
Documentation of the test results will be sent to the MRO only.
The “B” sample will remain at the laboratory. Chain of custody is
maintained.

MRO: Once the Medical Review Officer (MRO) has received
information from the laboratory that an employee’s drug test
result is positive, the MRO will call the employee directly to
discuss the positive result. If the MRO cannot contact the
employee directly, they will call the day phone listed by the
employee on the consent form and leave a message for the
employee to call the MRO. The MRO and employee have up to
seventy-two (72) hours to communicate in confidence.

DER: If the MRO talks with the employee and finds no medical
reason why the test should not be confirmed positive for a
prohibited substance, the Designated Employers Representative
(DER) from the employee’s District and the NMDOT General
Office (DER) will be contacted. The DER will call the employee’s
supervisor so the employee can be removed from the safety
sensitive position. If the employee who tested positive wants to
appeal the MRO's findings, they may do so by requesting within
72 hours that the split sample be tested. The employee will be
removed from the performance of safety sensitive duties until the
test results of the split sample are received.

Once a hard copy of the positive test result has been received by
the employee’s management, disciplinary action will be
commenced by the appropriate management official.

Employees who are terminated for a positive controlled
substances or alcohol test, or for a refusal to test, will be

provided with contact information for Substance Abuse
Professionals and other drug and alcohol counseling services.

N/A

23





ATTACHMENT “A”

Alcohol & Drug Effects

49 CFR part 382.601(b)(11) mandates that all employees subject to this Directive be provided
with training material discussing the effects of alcohol and controlled substance use on an
individual's health, work, and personal life.

This attachment is intended to help individuals understand the personal consequences of
substance abuse.

A. ALCOHOL

Although used routinely as beverage for enjoyment, alcohol can also have negative physical and
mood altering effects when abused. These physical or mental alterations in a driver may have
serious personal and public risks.

1. Health Effects: An Average of three (3) or more servings per day of beer (12 ounces),
whiskey (1 ounce), or wine (6 ounces) may, over time, result in the following health hazards:

Dependency Decreased sexual function

Fatal liver disease Increase cancers: tongue, pharynx,
Pancreatitis esophagus, rectum, breast, and
Ulcers malignant melanoma

Spontaneous abortion, neonatal Fetal Alcohol Syndrome

Arthritis Heart Disease

Malnutrition Physiological Disturbances
Hypoglycemia Obesity

Hyperglycemia Nervous Disorders

Mortality & birth defects
2. Social Issues
+ 2/3 of all homicides are committed by people who drink prior to the crime.

¢ 2-3 percent of the driving population is legally drunk at any time. This number doubles at
night and on the weekends.

¢ 2/3 of all Americans will be involved in an alcohol-related vehicle accident during their
lifetime.

¢ The separation and divorce rate for families with alcohol dependency problems is 7 times the
national average.

+ More than 60 percent of burns, 40 percent of falls, 69 percent of boating accidents, and 76
percent of private aircraft accidents are alcohol related.

+ Nationally, over 42,642 fatalities occurred in 2006 in highway accidents, 15121 of which were
alcohol related. This number is equal to approximately 35% percent of all highway fatalities.
In New Mexico, during that same period, there were 186 alcohol-related traffic fatalities,
which constituted approximately 38% of all traffic fatalities.

+ 30,000 people will die each year from alcohol caused liver disease.

¢ Upto 125,000 people die each year due to alcohol related conditions or accidents.
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Workplace Issues

It takes one hour for the average person (150 pounds) to process one (1) serving of alcohol
from their body.

Impairment can be measured with as little as two (2) drinks in the body.

A person who is legally intoxicated is many times more likely to have an accident than a
sober one.

Alcohol’s Effect throughout the Body

Mouth & Esophagus: Alcohol is an irritant to the delicate linings of the throat and food pipe. It
burns as it goes down.

Stomach & Intestines: Alcohol has an irritating effect on the stomach’s protective lining,
resulting in gastric or duodenal ulcers. The condition, if it becomes acute, can cause
peritonitis, or perforation of the stomach wall. In the small intestine, alcohol blocks absorption
of substances such as thiamin, folic acid, fat, vitamin B1, B12, and amino acids.

Bloodstream: 95 percent of the alcohol taken into the body is absorbed into the bloodstream
through the lining of the stomach and duodenum. Once in the bloodstream, alcohol quickly
goes to every cell and tissue in the body. Alcohol causes red blood cells to clump together in
sticky wads, slowing circulation and depriving tissues of oxygen. It also causes anemia by
reduction of red blood cell production. Alcohol slows the ability of white blood cells to engulf
and destroy bacteria and degenerates the clotting ability of blood platelets.

Pancreas: Alcohol irritates the cells of the pancreas, causing them to swell, thus blocking the
flow of digestive enzymes. The chemicals, unable to enter the small intestine, begin to digest
the pancreas, leading to acute hemorrahagic pancreatits. One out of five patients who
develop this disease die in their 1* attack. Pancreatitis can destroy the pancreas and cause
a lack of insulin resulting in diabetes.

Liver: Alcohol inflames the cells of the liver, causing them to swell and block the tiny canal to
the small intestines. This prevents bile from being filtered properly through the liver.
Jaundice develops, turning the whites of the eyes and skin yellow. Each drink of alcohol
increases the number of live cells destroyed, eventually causing cirrhosis of the liver. This
disease is eight (8) times more frequent among alcoholics than non-alcoholics.

Heart: Alcohol causes inflammation of the heart muscle, it has a toxic effect on the heart and
causes increased amounts of fat to collect, thus disrupting it normal metabolism.

Urinary bladder & kidneys: Alcohol inflames the lining of the urinary bladder making it unable
to stretch properly. In the kidneys, alcohol can cause increased loss of fluids through its
irritating effect.

Sex Glands: Swelling of the prostrate gland caused by alcohol interferes with the ability of
males to perform sexually. It also interferes with the ability to climax during intercourse.

Birth Defects: Alcohol may also cause damage to a fetus resulting in birth defects.

Brain: The most dramatic and noted effect of alcohol is on the brain. It depresses brain
centers, producing a lack of coordination, disorientation, stupor, anesthesia, coma, and
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B. DRUGS

1. Marijuana
a. Health effects

¢ Emphysema-like effects

» Delayed Learning

¢ Impaired immune response

¢ Decreased sperm count

+ One marijuana cigarette contains cancer-causing substances equal to %2 a pack of cigarettes.

¢ Marijuana is commonly contaminated with the fungus Aspergillus, which can cause serious
respiratory tract and sinus infections.

¢ Chronic smoking causes changes in brain cells and brain waves. The brain does not work as
efficiently or effectively. Long term brain damage may occur.

¢ Tetahydrocannabinol (THC) and 60 other chemicals in marijuana concentrate in the ovaries
and testes.

¢ Chronic smoking of marijuana in females interferes with ovulation and prenatal development.

¢ A higher than normal incidence of stillborn births, early pregnancy termination, and higher
infant mortality rate during the first few days of life are common in pregnant marijuana
smokers.

¢ THC causes birth defects including brain damage, spinal cord deformities, forelimbs and liver
damage and water on the brain and spine in test animals.

+ Prenatal exposure may cause underweight newborn babies.

+ Fetal exposure may decrease visual function.

¢ THC is stored in body fat and slowly released.
¢ User's mental function can display the following effects:

Delayed decision making
Impaired tracking
Diminished concentration
Erratic cognitive function
Impaired short-term memory
Impaired signal detection
Distortion of time estimation

b. Workplace Issues

AD 633 26





¢ Marijuana smoking has long-term effects on performance.

¢ Increased THC potency in modern marijuana dramatically compounds the side effects.

¢ Combining alcohol or other depressant drugs with marijuana increases the impairing effect of
both.

2.

Cocaine

Used medically as a local anesthetic. When abused, it becomes a powerful physical and mental
stimulant. The entire nervous system is energized. Muscles tense, heart beats faster, the
heartbeat increases and stronger, and the body burns more energy. The brain experiences
exhilaration caused by a large release of neuerophormone associated with mood elevation.

a.
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Health effects

Regular use may upset the chemical balance of the brain. As a result, it may speed up
the aging process by causing more damage to the critical nerve cells. Parkinson disease
may also occur.

Loss of appetite

Twitching of facial muscles

Paranoia

Increased feeling of mental & physical strength

Dilated pupils, nausea, vomiting

Headache

Vertigo

Restlessness

Teeth grinding

Cocaine causes the heart to beat faster and harder, increasing blood pressure. It also
causes spasms of blood vessels in the brain and heart. Both lead to ruptured vessels
causing strokes and heart attacks.

Strong dependency can occur with a single use. Usually mental dependency occurs
within days of ‘crack’ or within several months from “snorting coke.” Cocaine causes the
strongest mental dependency of all drugs.

Treatment success rates are lower than other chemical dependencies.

Cocaine is extremely dangerous when taken with other depressant drugs. Death due to
overdose is rapid. Fatal effects are usually not reversible by medical intervention.

Workplace Issues

¢ Extreme mood & energy swings create instability. Sudden noise causes violent
reactions.
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3.

¢ Lapses in attention and ignoring warning signals increases probability of accidents.
+ High cost frequently leads to theft and/or dealing.
¢ Paranoia and withdrawal may create unpredictable or violent behavior.

¢ Performance is characterized by forgetfulness, absenteeism, tardiness, and missing
assignments.

Opiates

Narcotic drugs, which alleviate pain, depress body functions and reactions.

Health Effects

AD 633

According to The Waismann Method Opiate Dependency Survey, seventy-one percent of
patients with opiate dependencies admit they were originally prescribed medication by
their physicians, reflecting almost no change from 70 percent last year.

IV needle users have a high risk of contracting hepatitis or AIDS when sharing or using
dirty needles.

Increased pain tolerance. As a result, people may more severely injure themselves and
fail to seek medical attention as needed.

Narcaotic effects are multiplied when combined with other depressants causing an
increased risk of an overdose.

Because of increased tolerances, there is an ever increasing need for more.
Strong mental and physical dependency occurs.

Sedation

Slowed reflexes

Raspy speech

Cold skin

Vomiting

Slow breathing

With increased tolerances and dependency combined, there is a serious financial burden
for the user and their families.

Workplace Issues

Side effects such as nausea, vomiting, dizziness, mental clouding and drowsiness place
the user at high risk for an accident.

Causes impairment of physical and mental functions.
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Amphetamines

nervous system stimulant that speeds up the mind and body.

Health Effects

Regular use causes strong physiological dependency and increased tolerance.

Deaths directly attributable to the pharmacological response to amphetamines relate to
several phenomena, including: 1) hypertensive cerebral vascular hemorrhage (confirmed
pathologically); 2) cardiovascular collapse secondary to ventricular fibrillation (46, 154),
with the majority of these cases in individuals less than 30 years of age with no evidence
of pre-existing heart disease; 3) hyperpyrexia in the range of 40°C and 4) miscellaneous
causes, such as septicemia with bacterial endocarditic or necrotizing angitis (Chronic
Amphetamine Use and Abuse).

High doses may cause toxic psychosis resembling schizophrenia.

Intoxication may include heart or brain damage, due to severe constriction of blood
vessels, which increases blood pressure.

Euphoric stimulation increases impulsive risk-taking behavior, including bizarre and
violent acts.

Withdrawal may result in severe physical and mental depression.
Jaw clenching

Sweats

Hot & cold flushes

More alert, more confident

Not being able to sleep

Loss of appetite

Increased heart rate & breathing

headaches

Workplace Issues

Since the drug alleviates the sensation of fatigue, it may be abused to increase alertness
during periods of overtime or failure to get rest.

With heavy use or increasing fatigue, the short term mental or physical enhancement
reverses and becomes an impairment.

Phencyclidine (PCP)
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Often used as a large animal tranquilizer. Abused primarily for its mood altering effects. Low
doses cause sedation and euphoric mood changes. Mood can rapidly change from sedation to
agitation. Larger doses may produce a coma-like condition with muscle rigidity and a blank stare.

Sudden

noises or physical shock may cause a “freak-out” in which the person has abnormal

strength, violent behavior, and an inability to speak or comprehend.

a.

AD 633

Health Effects
The potential for accidents and overdose emergencies is high due to the extreme mental
effects combined with the anesthetic effect on the body.

PCP, when combined with other depressants, including alcohol, increases the possibility
of an overdose.

If misdiagnosed as LSD induced, the treating with Thorazine can be fatal.

Irreversible memory loss, personality changes, and thought disorders may result.

Blurred vision

Numbness

Drooling and vomiting

Shallow breathing

Loss of balance

According to http://www.wvhcs.org/ency/article/001945.htm, 2008, PCP is sprinkled over

dried parsley, oregano, or marijuana leaves, it can be smoked and effects noted within 2

to 5 minutes, then peaking at 15 to 30 minutes. Taken orally, in the pill form or mixed with

food or beverages, PCP's effects are usually noted within 30 minutes and tend to peak at
about 2 to 5 hours.

Workplace Issues
Not common in the workplace because of the severe disorientation that occurs.
There are four (4) phases to PCP:

= Acute toxicity causing combativeness, catatonia, convulsions and
coma. Distortions of size, shape, and perception are common.

= Toxic psychosis with visual and auditory delusions, paranoia and
agitation.

=) Drug induced schizophrenia.

= Induced depression which may create suicidal tendencies and
mental dysfunction.
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ATTACHMENT “B”

RE: Receipt of Controlled Substance & Alcohol USDOT Testing Information

| certify that | have received a copy of, and have read, the New Mexico Department of
Transportations policy on Omnibus Controlled Substance and Alcohol Testing program and
procedures. | understand that as a condition of employment, | must comply with the directives
and procedures contained in this policy.

| understand that if | develop a problem with drug or alcohol abuse during my employment with
the NMDOT, | may seek assistance through the NMDOT’s Human Resources Division or Risk
Management Bureau.

| further understand that once | have been selected for testing, | may not self-refer to avoid
testing, and that any confirmed positive test for prohibited levels of alcohol or controlled
substances, or my refusal to submit to or cooperate with such tests, will result in the termination
of my employment with the NMDOT.

| have received, read, and understand the training materials on controlled substance and alcohol
testing under the U.S. Department of Transportation Regulations 49 CFR Part 382 and 49 CFR
Part 40. | further understand that if | have any questions regarding the training materials or
testing requirements, | may contact the NMDOT’s Human Resources Division or Risk
Management Bureau for more information.

Employee:

Print Name

Employee Signature:

Date:

Distribution:

Original: Employee’s personnel file
1 copy: Driver Certification File

1 copy: Employee retains

AD 633 31





NMDYT

NEW MEXICO DEPARTMENT OF TRANSPORTATION

AD 804
12/04/06

CHEMICAL HAZARD COMMUNICATION PROGRAM

Alvin C. Dominguez, P.E., Cabinet Secretary

AUTHORITY: 1.00
PURPOSE: 2.00
DEFINITIONS: 3.00
3.01
DIRECTIVE: 4.00
4.01
4.02

Supersedes Administrative Directive No. 804 dated
February 01, 2002

29 CFR 1910.1200

The Chemical Hazards Communication Program is established
to inform employees of chemical hazards in the workplace and
appropriate protective measures which need to be taken.

“Material Safety Data Sheet (MSDS)” means written or printed
material concerning a hazardous chemical which includes the
chemical composition, type of hazard, first aid procedures,
protective equipment required and other relevant data.

“Supervisor” for the purposes of this directive means an
individual who supervises a workplace in which hazardous
chemicals are used.

The Risk Management Bureau shall be responsible for
developing, implementing, monitoring and evaluating the
Chemical Hazard Communication Program and any related
training.

Supervisors must ensure that employees are aware of the
hazards by training, maintaining a file of MSDS for each
chemical in the workplace and ensuring the chemicals are used,
stored and disposed of properly.

A general awareness course on Chemical Hazard
Communications shall be conducted by a Safety Coordinator
during the New Employee Orientation presentation.






PROCEDURES: 5.00 The procedures for a Chemical Hazard Communication Program
shall be developed by the Risk Management Bureau and
included in the Safety Handbook.

CROSS
REFERENCE: 6.00 Department Safety Handbook
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NMDYT

NEW MEXICO DEPARTMENT OF TRANSPORTATION

AD 809
03/01/07

EMERGENCY RESPONSE FOR HAZARDOUS MATERIAL SPILLS

Alvin C. Dominguez, P.E., Cabinet Secretary

AUTHORITY: 1.00

PURPOSE: 2.00

DEFINITIONS: 3.00

DIRECTIVE: 4.00

4.01

4.01a

4.01b

4.01c

4.01d

Supersedes Administrative Directive No. 809 dated May 01,
2002.

Emergency Management Act Sections 74-4B-1 through
74-4B-14, NMSA 1974; New Mexico Hazardous Materials
Emergency Response Plan and Procedures Handbook

The purpose of this Directive is to stipulate the Department’s
support responses to the Emergency Management Act.

N/A

In the event of a hazardous material spill, the State Police or
designated Emergency Response Officer shall decide whether
to implement the State Emergency Response Plan.

Once the Plan is implemented, the Department shall provide the
following support upon request:

Traffic control,

Respective Area Maintenance Superintendent or designee to
advise the on-scene Emergency Response Officer,

Respective Area Maintenance Superintendent or designee shall
ensure the roadway is in safe condition upon completion of the
cleanup, and

Heavy equipment with operators to contain runoff or spills by
trenching and diking. Department personnel shall not trench and
dike where harmful vapors or other jeopardizing exposures are
present.






PROCEDURES:

CROSS
REFERENCE:

AD 809

4.02

4.03

4.04

4.05

5.00

6.00

The individuals responsible for cleanup of a spill (owner-
contractor) shall determine where and how the material shall be
disposed or stored. Department personnel may move
petroleum-based products mixed with dirt or sand to a proper
disposal location and other hazardous materials when properly
packaged and verified safe for transport by an appropriate
expert.

Department facilities shall not be used for storage of any
hazardous materials except for those materials owned and used
by the Department.

Department employees shall not be requested to perform
cleanup of hazardous materials unless required by the New
Mexico Hazardous Materials Emergency Response Plan.

Department personnel shall not give statements or sign any
documents on behalf of the Department, without prior approval
from the District Engineer or designee.

N/A

AD 815, Supplement To The State’s All-Hazard Emergency
Operations Plan
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NMDYT

NEW MEXICO DEPARTMENT OF TRANSPORTATION

AD 815
04/01/07

SUPPLEMENT TO THE STATE'S ALL-HAZARD EMERGENCY

OPERATIONS PLAN

Alvin C. Dominguez, P.E., Cabinet Secretary

AUTHORITY: 1.00
PURPOSE: 2.00
DEFINITIONS: 3.00
DIRECTIVE: 4.00
4.01
4.02

Supersedes Administrative Directive No. 815 dated May 01,
2002.

New Mexico “State Civil Emergency Preparedness Act” of 1974,
as amended [12-10-1 through 12-10-10 NMSA 1978]; The
Emergency Management Act [74-4B-1 through 74-4B-14, NMSA
1978]; New Mexico All-Hazard Emergency Operations Plan

The purpose of this Directive is to stipulate the Department’s
support responses to the Sate of New Mexico All-Hazard
Emergency Operations Plan.

“New Mexico All-Hazard Emergency Plan” assigns functional
responsibilities to state departments, agencies, boards and
commissions in the event of a disaster. The Plan directs state
departments and agencies to provide guidance, relief and
assistance to local communities and the citizens of New Mexico.
It also allows for preparation, response and recovery activities by
each department or agency.

In the event of an emergency, the State Director of Emergency
Management shall decide whether to implement the State’s All-
Hazard Emergency Operations Plan.

Once the Plan is implemented, the Department shall provide an
Emergency Management Response Team (EMRT) at the State’s
designated Emergency Operations Center (EOC).

The EMRT Representative executes the Department’s
Emergency Operations Plan with the approval of the Department
Secretary.






4.03 Department employees may be called upon to support the
Department’s Supplemental Emergency Operations Plan.

PROCEDURES: 5.00 N/A
CROSS
REFERENCE: 6.00 AD 809, Emergency Response for Hazardous Material Spills
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NEW MEXICO DEPARTMENT OF TRANSPORTATION

AD 901
05/01/08

USE OF PERSONAL VEHICLE

Alvin C. Dominguez, P.E., Cabinet Secretary

AUTHORITY: 1.00
PURPOSE: 2.00
DEFINITIONS: 3.00
DIRECTIVE: 4.00
4.01
4.02

Supersedes Administrative Directive No. 901 dated
June 1, 2003

N/A

To provide guidelines for an employee to use a personal or other
private vehicle for official state business if the employee has a
current, valid license and current valid insurance to operate a
motor vehicle in this State.

N/A

Employees may obtain mileage reimbursement for use of a
private vehicle if the employee has completed Form No. A-973,
Request to use a Personal Vehicle for Travel on Department
Business, in advance of the travel. Form No. A-973 must be
approved by the employee’s immediate Supervisor and by a
District Engineer, Division Director, Deputy Secretary or the
Secretary.

Employees may use a personal vehicle, unless otherwise
directed by their supervisor, to conduct Department business,
provided they do not seek reimbursement for mileage. Electing
to do so without completing Form No. A-973, waives the
employee’s right to any potential reimbursement for property loss
provided under any current Collective Bargaining Agreement.

Under no condition shall employees be authorized the use of
their personal vehicle in an active construction or maintenance
work zone.






PROCEDURES:

CROSS
REFERENCE:

AD 901

4.03

4.04

4.05

4.06

4.07

4.08

4.09

5.00

6.00

All approved requests for mileage reimbursement shall be paid in
accordance with the Department of Finance and Administration
regulations in force at the time of the travel.

If an employee is involved in a vehicle accident using their
personal vehicle while performing duties which further the
interests of the Department, the employee must file a claim with
their personal insurance carrier before any determination of
coverage can be made under the State’s liability coverage. The
State does not carry insurance to cover loss or damage to the
employee’s personal vehicle. In the event of an accident
causing injury to an employee in their personal vehicle, worker’'s
compensation will only be in effect if the employee is performing
duties within the scope and course of their employment.

While transacting Department business with use of a personal
vehicle, employees are required to comply with all applicable
laws. An employee cited for a violation of law is responsible for
paying any applicable fine or complying with any sentence
imposed by the court having jurisdiction over the offense

When a state vehicle is available and any employee elects to
use their personal vehicle to transact Department business,
Form No. A-973 must be completed in advance, which may
waive the employee’s right to any potential reimbursement for
property loss.

When a state vehicle is not available, employees shall only be
approved to use their personal vehicle in the event of an
emergency. In this event, when an employee is approved on
Form No. A-973 by a District Engineer, Division Director, Deputy
Secretary or Secretary to use their personal vehicle, the General
Services Department, Risk Management Division guidelines are
followed if the employee’s personal vehicle is damaged during
work hours while performing work duties. The Department
complies with any Collective Bargaining Agreement in effect for
reimbursement of property loss suffered by a union-eligible
employee in the course of their duties.

Supervisors who authorize the use of a personal vehicle without
requiring the employee to complete Form A-973 and obtaining
required approvals are subject to disciplinary action up to and
including dismissal.

Violation of this Directive may be grounds for disciplinary action,
up to and including dismissal.

N/A

Administrative Directive 903, Use of State Vehicle





NEW MEXICO DEPARTMENT OF TRANSPORTATION

AD 903
06/01/06

USE OF STATE VEHICLE

Alvin C. Dominguez, P.E., Cabinet Secretary

AUTHORITY: 1.00
PURPOSE: 2.00
DEFINITIONS: 3.00
3.01
3.02
3.03

Supersedes Administrative Directive No. 903 dated January 1,
2005.

1.5.3 NMAC and 2.20.2 NMAC

To establish guidelines for the use of state vehicles by
Department employees in accordance with rules and
regulations issued by the General Services Department and
to provide procedures to determine the taxable value for
vehicle usage.

“Authorized Driver” means a public employee holding a valid
New Mexico driver’s license and a defensive driving certificate
who is permitted to use a state vehicle in furtherance of official
state business. A valid New Mexico driver’s license does not
include provisional, limited, restricted or administrative permits.

“Authorized Passenger” means an individual who is permitted to
occupy a state vehicle in furtherance of official state business or
a person who has received prior authorization from the TSD
Director to occupy a state vehicle.

“Commuting” means using an owned (or leased) vehicle to travel
to and from the employee’s personal residence to the
employee’s assigned workstation.

“G-Series license plate” means a distinctive government license
plate issued by the Fleet Management Bureau of the NMDOT via
the Taxation Department for state vehicles marked as required
by NMSA 1978, Section 15-8-6.





DIRECTIVE:

AD 903

3.04

3.05

4.00

4.01

4.02

4.03

4.04

4.05

4.06

4.07

4.08

4.09

4.10

“Official Purpose” means the use of a state vehicle in the
furtherance of official State business and not solely for the
benefit of the employee.

“Valid New Mexico Driver’s License” means driver’s license
issued by the Motor Vehicle Division not including provisional,
limited, restricted, any court ordered restricted or administrative
license or permit.

This Directive allows for an authorized driver to obtain food or
lodging at locations within a reasonable distance of the
employee’s assigned work area. The Department shall
reimburse employees for commercial or municipal parking fees
when a receipt is provided.

Only authorized drivers shall operate a state vehicle in the
furtherance of official state business. The use of a state vehicle
for personal business is prohibited.

The Department shall not pay or reimburse employees for
parking tickets or other traffic violation fines while using a state
or personal vehicle.

Only authorized drivers and/or passengers may drive or occupy
a state vehicle. An individual who is not a state employee must
obtain written authorization from the General Services
Department, Transportation Services Division Director (TSD)
prior to occupying a state vehicle.

An employee must receive prior approval from the TSD Director
for all out of state travel in a state vehicle.

The TSD Director may suspend or revoke the state vehicle
operator privileges of any state employee who permits a state
vehicle to be driven by an unauthorized driver or who transports
or permits the transportation of an unauthorized passenger.
Such state employee may be held personally liable to the extent
permitted by law for any liability for any personal injury, death or
property damage arising out of the unauthorized use or
occupancy of the state vehicle.

No employee shall operate a state vehicle while under the
influence of intoxicating alcohol, controlled substances, or drugs.

No employee shall transport intoxicating alcohol or illegal drugs
of any type, whether in open or unopened containers.

No employee shall operate a state vehicle when impaired by a
legal drug that may render them incapable of operating a motor
vehicle in a safe and responsible manner.

No employee shall smoke, use smokeless tobacco products,
possess a weapon or allow pets in a state vehicle.

Authorized drivers shall only utilize a cell phone with a hands-
free device while operating a state vehicle.
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411

412

4.13

4.14

4.15

4.16

4.17

4.18

4.18a

4.18b

4.18¢c

Authorized drivers are responsible for the safekeeping and return
of a state vehicle and its assigned equipment. Damage or
destruction of a state vehicle through negligence on the part of
the driver shall be cause for disciplinary action.

An employee must complete Form No. A-1039, Authorization to
Take a State Vehicle Home, when a state vehicle is to be parked
overnight at a private residence. This form is to be placed in the
employee’s personnel file for one year.

An employee who receives a traffic citation while in a state or
personal vehicle when performing state business must report the
citation to the immediate supervisor.

Failure to obey State laws when operating or occupying a state
vehicle or failure to comply with established rules shall be just
cause for appropriate disciplinary action.

If involved in an accident resulting in bodily injury or property
damage, the authorized driver of a state vehicle or private
vehicle (if on duty status) shall notify their supervisor
immediately, but no later than 24 hours, and submit a completed
vehicle accident report and official police accident report.

Nothing in this Directive shall be construed to prohibit the use or
occupancy of a state vehicle to render emergency aid or
assistance to any person.

Employees shall report vehicle usage on a monthly basis on
Form No. A-238, Equipment Usage Report. Reports are due by
the 5™ of each month. The vehicles required for submittal of this
form are those that have an odometer and record mileage not
hours. Heavy Equipment that has an hour meter shall report the
beginning and the ending hours on the monthly Preventive
Maintenance and Usage Report, Form No. M-238. Note: Section
5.05 below is for tax reporting purposes and is considered as
additional required reporting.

Each NMDOT section shall ensure that current copies of
required documents are kept in the glove compartment of alll
state vehicles in its custody. Documents required to be in
state vehicles:

Fuel Credit Cards- Instructions and procedures for the use of the
fuel credit card, and a current list of statewide authorized
vendors;

Emergency Repairs- Instructions and procedures for emergency
repairs and towing for mechanical breakdowns during and after
normal business hours; and,

Accident Reports- The Auto Accidents in State Vehicles package
provided by the Risk Management Division.





PROCEDURES:
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4.19

5.00

5.01

5.02

5.03

5.04

5.05

5.06

Defensive Driving Course: Each state employee is required to
take a defensive driving course every four years and be
approved by the National Safety Council. Valid certificates shall
be submitted by the state employee to the proper training
representative as proof for taking the NMDOT/GSD approved
course.

The General Office and District employees who commute

must complete the Form No. A-1117, “Annual Authorization

to Use State Vehicle to Commute”, for the period of July 1, 2XXX
through June 30, 2XXX of each year. The original form must
then be forwarded to the Office of Deputy Secretary for
Transportation and Highway Operations, no later than July 31,
2XXX.

Employees authorized to commute between work and home in a
state vehicle shall be subject to a fee of $3.00 per day charged
against their gross income.

Use of a state vehicle under ten days in any quarter should not
be reported.

Use of a state vehicle for official business on weekends or
holidays shall not be counted unless it is considered a normal
workday.

The General Office and each District Office shall also report
vehicle usage quarterly on Form No. A-1160 “Authorized
Commuter Report” via email as directed. The vehicle usage
information shall include the following:

1. all commuters by name and position;

2. the number of miles each state employee who
commutes drives annually between work and
their residence using a state vehicle; and,

3. the number of times annually a state employee
who is authorized to use a state vehicle to
commute between work and their residence is
called back to work when a state employee is off
duty.

Quarterly vehicle usage must be received via email by
Transportation Division’s Office of Deputy Secretary and the
Employee Benefits Section by no later than ten working days
after the close of each quarter (March 31, June 30, September
30 and December 31). Vehicle usage for the quarter ending in
December shall be reported no later than December 15", with
estimated amounts for the end of the month.

The Employee Benefits Section shall ensure that the applicable
taxes are withheld from the employee’s pay.

The Employee Benefits Section shall ensure that wage & tax
information (W-2) is adjusted.





5.07  This information shall be forwarded to the Office of Deputy
Secretary of Operations no later than ten days after the close of
each state fiscal year (June 30‘“) for the previous state fiscal
year (July 1-June 30”‘). Only select positions may be approved
on an as needed basis.

5.08 The Office of Deputy Secretary of Operations shall ensure that
this information is submitted annually to General Services
DetE)artment — Transportation Services Division by September
30

CROSS

REFERENCE: 6.00 Administrative Directives No. 801, Reporting Accidents,
Incidents, Potential Liability Claims and No. 901, Use of Personal
Vehicle and AD 504, Possession of Weapons and No. 627, Loss
of License, Registration or Certification.
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TITLE1 GENERAL GOVERNMENT ADMINISTRATION
CHAPTERS5 PUBLIC PROPERTY MANAGEMENT

PART 3 ADMINISTRATION AND USE OF STATE VEHICLES
1531 ISSUING AGENCY:: General Services Department, Transportation Services Division.
[1.5.3.1 NMAC - Rp, 1.5.3.1 NMAC, 08-14-08]
1532 SCOPE:
A This rule applies to all public agencies that use state vehicles.
B. This rule also applies to the legislative and judicial branches, public schools, and institutions of

higher education to the extent that they lease motor pool vehicles from the state central fleet authority (SCFA).
[1.5.3.2 NMAC - Rp, 1.5.3.2 NMAC, 08-14-08]

1533 STATUTORY AUTHORITY: NMSA 1978 Sections 15-8-6 and 15-8-10.
[1.5.3.3 NMAC - Rp, 1.5.3.3 NMAC, 08-14-08]

1534 DURATION: Permanent.
[1.5.3.4 NMAC - N, 08-14-08]

1535 EFFECTIVE DATE: August 14, 2008 unless a later date is cited at the end of section.
[1.5.3.5 NMAC - Rp, 1.5.3.5 NMAC, 08-14-08]

15.3.6 OBJECTIVE: The purpose of this rule is to implement the Transportation Services Act, NMSA
1978 chapter 15, article 8, by establishing standards and procedures for the administration and use of state vehicles
by state agencies.

[1.5.3.6 NMAC - Rp, 1.5.3.6 NMAC, 08-14-08]

1537 DEFINITIONS: In addition to the definitions in NMSA 1978 Section 15-8-3, as used in this
rule:

A account manager means a TSD employee designated to prepare, manage and enforce short-term
and long-term TSD/SCFA vehicle leases; serve as liaison for designated state agency authorized drivers and
TSD/SCFA maintenance personnel; prepare monthly billings and utilization reports, etc;

B. agency fleet coordinator means the individual assigned by an agency head or designee who is
responsible for providing fleet management information and reports to TSD;

C. alternative fuel means a fuel other than an unleaded gasoline such as E-85, a blend of ethanol and
unleaded gasoline; bio-diesel; electricity; compressed natural gas; propane; hydrogen; etc;

D. authorized driver means:

(1) astate employee holding a valid New Mexico driver's license and a TSD approved defensive
driving certificate who is permitted to use a state vehicle in furtherance of official state business; a valid New
Mexico driver’s license does not include provisional, limited, restricted or administrative permits;

(2) for those candidates for full-time, term or temporary employment with the state of New Mexico
that live out-of-state, the following process is required:

(@) prior to a determination of employment, the candidate must provide the agency and TSD
with a current copy of their drivers’ license record - at their expense- from the state where they reside to assure that
the drivers’ license is clean and clear of any current DUI, suspension or revocation;

(b) if the license is clean, the individual may be considered for employment by the agency and
if hired shall take the NSC/DDC offered by a certified NSC/DDC state instructor to become certified to operate a
state vehicle;

(c) once gainfully employed by the state, the out-of-state employee must provide a copy of his
driving record to TSD on an annual basis to assure the drivers’ license is in good standing; and,

(d) if the license is not clear, a determination to choose not to hire the candidate by the agency
may be in order;

(3) Chapter 66, Article 3, Section 301, Subsection B of the NMSA 1978 stipulates that “any person
gainfully employed within the boundaries of this state for a period of thirty days or more within a sixty-day period
shall be presumed to be a resident of this state;” therefore, any state employee previously living out-of-state who is
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gainfully employed by the state of New Mexico and resides within the state of New Mexico for more than thirty
days must have a valid drivers’ license from the state of New Mexico to operate a state vehicle;

E. authorized passenger means an individual who is permitted to occupy a state vehicle in
furtherance of official state business or a person who has received prior authorization from the director to occupy a
state vehicle; the director will provide upon request blanket approvals for those agencies that regularly transport
passengers in the furtherance of official state business; the term for blanket approvals shall not exceed six months;

F. CAFE standards mean the national highway traffic safety administration corporate average fuel
economy standards for passenger vehicles and light trucks;
G. commute means domicile-to-duty privilege authorized by a cabinet secretary or agency head to

state authorized drivers where it is in the state’s best interest to allow these employees to use a state vehicle to and
from work and residence; (refer to 1.5.3.20 NMAC, AUTHORIZATION TO COMMUTE)

H. custody (of a state vehicle) means the director’s right to exercise final decision-making authority
with respect to the purchase, title and registration, use, administration, operation, maintenance, replacement, and
disposal of a state vehicle in accordance with state law and regulations;

l. declared gross vehicle weight or DGVW means the maximum weight of a vehicle; the DGVW is
used to differentiate between light, medium or heavy duty vehicle utilization;

J. department means the general services department;

K. director means the director of the transportation services division of the general services
department;

L. division means the transportation services division of the general services department;

M. DOT means the department of transportation;

N. DPS means the department of public safety;

0. EMNRD means the energy minerals and natural resources department;

P. flex fuel vehicle means a vehicle that has the capacity of burning a regular unleaded gasoline and
an alternative fuel,

Q. DGF means the department of game and fish;

R. GSD means the general services department;

S. G-series license plate means a distinctive government license plate issued by the taxation and

revenue department for vehicles of institutions of higher learning, public schools and all other subdivisions of
government (cities, counties, villages, conservancy, wastewater, landfill districts, etc.), excluding any state level
agency (see definition FF); state vehicles of the executive, legislative or judicial branches will display G-series
license plates until replaced by SG license plates through attrition;

T. New Mexico driver's license means a valid driver's license issued by the motor vehicle division
of the NM taxation and revenue department; this does not include provisional, limited, restricted, or any court-
ordered restricted or administrative license or permit; an “H” restriction may allow an individual to operate their
privately owned vehicle (POV) to and from employment; TSD will not authorize an individual to operate a state
vehicle with anything other than a valid drivers’ license with no limitations or restrictions;

u. public agency means an agency other than a state agency as defined in Sub-section Z of this
section authorized to use SCFA vehicles;

V. RMD means the risk management division of the general services department;

W. SCFA means the state central fleet authority of the transportation services division of the general
services department;

X. secretary means the cabinet secretary of the New Mexico general services department;

Y. special-use vehicles means state vehicles designated as such by the director, including but not

limited to emergency and law enforcement vehicles, buses, tractors, boats, trailers, snow cats, vehicles of a special
design or construction that effectively limits their use for a particular purpose, and all other vehicles that are not
passenger vehicles;

Z. state agency means a state department, agency, board or commission, including the legislative and
judicial branches, but not including public schools and institutions of higher learning; this definition includes any
public agency authorizing an officer or employee use of a state vehicle;

AA. state employee means any person who has been elected to, appointed to, or hired for any state
office and who receives compensation in the form of salary or is eligible for per diem and mileage reimbursement;

BB. state vehicle means an automobile, van, sport-utility truck, pickup truck or other vehicle with a
declared gross vehicle weight of less than ten thousand (10,000) pounds used by a state agency to transport
passengers or property;
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CC. state of New Mexico government license plate means an SG license plate designed for the
specific use of agencies of the executive, legislative and judicial branches of state government for vehicles marked
as required by Section 15-8-6 NMSA 1978: this does not include institutions of higher learning, public schools or
any other political subdivision of government;

DD. street license plate means a regular passenger license plate issued to a state vehicle which is in
the custody of a state agency and can be traced to that state agency;

EE. transportation services division or TSD means the transportation services division of the general
services department;

FF. undercover license plate means a regular passenger license plate issued to a state vehicle which
is registered in a fictitious name and address that cannot be traced to the state agency having custody of the vehicle.
[1.5.3.7 NMAC - Rp, 1.5.3.7 NMAC, 08-14-08]

15.3.8 STATE VEHICLE PROCUREMENT PROCESSES AND VEHICLE STANDARDS: In
accordance with the governor’s executive orders 05-049, “Requiring the Increased Use of Renewable Fuels in New
Mexico State Government”, and 06-069 “New Mexico Climate Change Action”, this section establishes the
standards by which all state and public agencies shall procure state vehicles with a declared weight up to 10,000
pounds.

A State agency vehicle requests, application form required requests for exemption to executive
orders. By the 15th of April of each calendar year, state agencies shall prepare a SCFA application for purchase,
lease and disposal of state vehicles. The state agency in conjunction with GSD shall assure that all requests meet the
governor’s executive order directives including assuring the highest fuel economy for the intended use, meeting or
exceeding the most current CAFE standards and compliance with the Alternative Fuels Acquisition Act. Any
requests for exemption from the governor’s executive orders shall be submitted along with clear justification for the
requested exemption and the aforementioned form for the director’s review. If the exemption is timely and
approved, the agency shall be notified with time to submit the request to the specification developers. The
specification development time-line shall not be expanded due to the state agency’s failure to comply with this rule.

B. State procurement cycles - time lines. State agency vehicles shall be procured based on
specifications consistent with executive order 05-049 and prepared by the department in conjunction with DOT, and
EMNRD during the months of June, July and August of each year. The development of the specifications is to
prepare for the bid advertisement, pre-bid conference, bid opening and award for the purchase of vehicles for each
fiscal year. The order of model year vehicles shall be consistent with the directions established in each bid, with
expectations that new year vehicle models will be delivered prior to manufacturer’s build-out dates for each
subsequent calendar year.

C. Vehicle standards. The standards establish the minimum requirements for the procurement of
passenger vehicles for the executive, legislative and judicial branches of the state of New Mexico. DOT, EMNRD,
G&F and DPS vehicle standards are developed and maintained by the respective agency. These standards are to be
reviewed annually and subject to change based on increased fuel efficiencies and reduction of green house gasses.
The standards are an administrative attachment to this rule and must be reviewed, amended, published and
distributed by July 1 of each year.

[1.5.3.8 NMAC - N, 08-14-08]

1.5.3.9 LEASE OF MOTOR POOL VEHICLES:
A A state agency or public agency may lease a motor pool vehicle from the SCFA:
(1) through a short-term lease for a day to a period not exceeding six (6) consecutive months; or,
(2) through a long-term lease for a period exceeding six (6) consecutive months; and,
(3) through a third-party commercial lease; entities outside of the executive, legislative and judicial
realm are restricted to the lease of third-party commercial leased vehicles.
B. Rates. Rates for the lease of motor pool vehicles are based on costs for the type of vehicle leased.
The SCFA will provide current rates and policies for the lease of motor pool vehicles upon request. There are three
types of SCFA long-term leases:
(1) standard lease is a long-term lease of a TSD owned vehicle which includes overhead,
maintenance and depreciation costs, less residual; divided by the life-cycle term;
(2) operational lease is a long-term lease of a TSD owned vehicle which includes overhead and
maintenance costs; and,
(3) third-party commercial lease is a long-term lease of a TSD leased vehicle which includes
overhead, maintenance and third-party financing costs.
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C. Terms.

(1) Standard leases depend on the leasing agency’s operational requirements and budget availability.
Life-cycles for standard leases are to be five years and one-hundred thousand miles (100,000).

(2) Operational leases shall consist of leases for vehicles that have exceeded the standard lease life-
cycles or have been procured by the user agency that has chosen not to pay the depreciation cost.

(3) Third party commercial leases are determined by a state price agreement, typically three years and
60,000 miles. These leases are subject to mileage over-runs and excessive wear and tear costs that are passed on to
the customer.

D. Accounts receivable. The SCFA requires the leasing state agency to maintain its accounts
receivable current - thirty (30) days or less. The SCFA shall assess a one and one-half percent (.015%) per month
late payment penalty fee on accounts over thirty (30) days past due. The SCFA may take action to cancel any lease
agreement(s) and recover the vehicle(s) if the lessee is delinquent over one hundred and twenty days in making
payment. For short-term leasing, SCFA will charge for one day use for reservations that are not canceled.

E. Encumbrance. The SCFA requires the leasing state agency to encumber the entire fiscal year
cost of the lease at the time the lease is signed at the beginning of each fiscal year. The leasing agency may
disencumber funds only after a written request to the director is approved. The director will act on requests to
disencumber funds within ten working days of the date of the receipt of the leasing agency’s request.

F. Operating transfer. To expedite the payment of lease costs to the SCFA, the user agency may
choose to pay the annual cost of vehicles leased through an operating transfer within the first 45-days of each fiscal
year.

G. Termination. Either the division or a state agency may terminate the lease of a state vehicle as
per the terms and conditions included in the standing lease agreement.

[1.5.3.9 NMAC - Rp, 1.5.3.8 NMAC, 08-14-08]

1.5.3.10 STATE MOTOR VEHICLE LICENSE PLATES: At the beginning of each fiscal year, the
director shall determine which type of license plate shall be issued for each state vehicle. This relates to the state of
New Mexico government plate, street plate or undercover plate.

A A state agency may submit a written request for an undercover license plate for any SCFA state
vehicle it uses for legitimate undercover law enforcement purposes. The state agency must annually justify the need
for an undercover license and must provide statutory authority to that effect.

B. A state agency may submit a written request for a street license plate for any state vehicle it uses
in situations in which a state government license plate would be inappropriate. At the beginning of each fiscal year,
the state agency must justify the need for a street license plate and must provide statutory authority regarding the
type of work requiring something other than a state government license plate. Based on the justification, the director
may authorize the street plate; however, the use of a magnetic decal depicting the great seal of the state of New
Mexico and the name of the agency must be used in those cases when investigative work is not being done. The
requesting state agency shall bear the cost of all magnetic decals.

C. The director shall issue a state of New Mexico government license plate with permanent decals for
all other state agency vehicles.

(1) All vehicles must display the state seal and an identifying decal describing the user agency, i.e.
state of New Mexico Motor Pool, or the appropriate acronym identifying the user agency.

(2) All state vehicles must display the 1-800-627-6639 vehicle abuse program bumper sticker.

(3) All state vehicles must display the #DWI bumper sticker.

(4) User agencies will be billed the cost of replacement of authorized official decals or stickers.

(5) User agencies may use their own non-permanent decals upon acquiring director’s written
authorization. Cost for these decals will be the responsibility of the user agency.

(6) Deviation from the SCFA official decals and stickers must receive written prior authorization
from the director.
[1.5.3.10 NMAC - Rp, 1.5.3.9 NMAC, 08-14-08]

153.11 REQUIRED DOCUMENTS IN STATE VEHICLES: Each state agency shall ensure that
current copies of the following documents are kept in the glove compartment of all state vehicles in its custody.
A Accident reports. These are forms and instructions that are included in the packet provided by
RMD on how auto accidents in state vehicles are to be dealt with by the authorized driver.
B. Emergency repair forms. The director requires written instructions and procedures for
emergency repairs of mechanical breakdowns during and after normal business hours.
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C. Fuel credit cards. Each vehicle will have detailed instructions and procedures for use of the fuel
credit card with a list of authorized purchases.

D. How-to brochure. Each vehicle will have a brochure that provides the driver simple instructions
regarding the use of the vehicle, telephone numbers, emergency processes, and waivers.

E. RMD financial responsibility document. This document is the state’s official proof of
insurance.

F. Vehicle maintenance manual. This is the manual that is provided by the manufacturer which

includes the manufacturer's specifications. Additional maintenance requirements or specifications may be required
by the director and provided to the leasing agency in writing.

G. Vendor list. This is a current list of SCFA authorized motor vehicle maintenance and repair
vendors throughout the state of New Mexico. The list is to be used for preventive maintenance, emergency road
service and repair.

H. Vehicle registration. This is the official proof of vehicle ownership/registration document issued
by the state motor vehicle division. This document shall remain with the vehicle until ownership is transferred or the
vehicle is sold by SCFA.

1. Alternative fuels documents. Each vehicle will have information stating whether the vehicle can
utilize alternative fuels, the type of alternative fuels recommended by the manufacturer (E-85, biodiesel, etc.) and a
list of locations that sell alternative fuels.

[1.5.3.11 NMAC - Rp, 1.5.3.10 NMAC, 08-14-08]

1.5.3.12 AUTHORIZED DRIVERS AND PASSENGERS:

A Authorized drivers. The director may authorize a state employee who possesses a current valid
New Mexico drivers’ license and who has completed a defensive driving course and orientation prescribed by the
division to operate a state motor vehicle. The state employee must have the appropriate class of driver's license to
drive any state vehicle that is not a passenger vehicle.

B. Authorized passengers. Only authorized passengers may occupy a state vehicle. A person who
is not a state employee must obtain written authorization from the director before occupying a state vehicle.
C. Suspension or revocation of authorized drivers’ privileges. The director may suspend or

revoke the authorized driver privileges of any state employee who permits a person who is not an authorized driver
to operate a state vehicle or who transports, or permits the transportation of a person who is not an authorized
passenger. In addition, such state employee may be held personally liable to the extent permitted by law for any
liability for personal injury, death or property damage arising out of the unauthorized use or occupancy of the state
vehicle. Reinstatement of driving privileges: an authorized driver that has his state driving privileges suspended or
revoked must complete a TSD NSC/DDC 6-hour class before receiving a written driver privilege reinstatement
authorization from the director or his designee.
D. Exceptions. Nothing in this section shall be construed to prohibit the use or occupancy of a state

vehicle:

(1) torender emergency aid or assistance to any person; or

(2) by private sector automobile mechanics or maintenance and repair personnel performing required
maintenance or repairs.
[1.5.3.12 NMAC - Rp, 1.5.3.11 NMAC, 08-14-08]

1.5.3.13 DEFENSIVE DRIVING COURSE:

A Defensive driving course. Based on research conducted on all driver certification processes, TSD
has determined that it will use the on-site national safety council defensive driving and safety curriculum. Agencies
desiring to provide NSC/DDC training independent of TSD must request authorization to provide NSC/DDC
instruction from the director prior to commencing the utilization of any NSC/DDC tools or materials. In addition,
the agencies must follow the curriculum approved by the director prior to commencing the utilization of the
proposed training tools. It is the responsibility of the proposing agency to incorporate all state of New Mexico TSD
requirements into the defensive driving curriculum.

B. Course availability. TSD shall offer regularly scheduled defensive driving classes in Santa Fe
and Albuquerque. This does not preclude TSD from offering these classes at the requesting agency’s site. A state
agency or state employee should contact the division for information about scheduled classes, locations, costs,
registration, or scheduling of department trainings.

C. Instructor certification. To receive a certificate as a NSC/DDC Instructor, it is necessary to
submit the written request to the director for review and approval. This applies to employees who may have
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received a NSC/DDC Instructor certification while under the employment of another governmental agency. All
prospective instructors are required to audit the TSD NSC/DDC - 6 and 4 hour classes; and, are required to teach
one TSD 6 and one TSD 4 hour course under TSD supervision prior to receiving consideration of approval to teach.
Instructors in good standing must complete the certification process every two years.

D. Driver certification required. Four or six-hour certificates are valid for four years. All
authorized drivers of state vehicles must have a current TSD approved defensive driving certificate in their
possession while driving a state vehicle. TSD will require a person who seeks to operate a state vehicle to provide
proof of current certification. New employees must successfully take and pass the six (6) hour TSD prescribed
defensive driving class with a grade of 80% or better to become an authorized driver. If the new employee provides
proof of NSC/DDC certification within two years previous to the date of employment, at the discretion of the
director, the employee may only have to take the four (4) hour NSC/DDC certification course.

(1) If astate employee needs to operate a state vehicle in furtherance of state business but has not
successfully completed the defensive driving course, the state employee must register for the next available
defensive driving course. The employee’s agency head or designee must submit a written request for a temporary
waiver not to exceed thirty days of the certification requirement from the director. The waiver request shall include
the state employee’s name and New Mexico driver’s license number, and the date the state employee is scheduled to
attend the defensive driving course. If approved, the director will specify the term of the waiver. If the request is
denied, the director will specify in writing the reason for the denial within ten working days of the date the waiver
request is received by the division. Driver waivers cannot be renewed.

(2) If the state employee’s certification (four-hour or six-hour) has expired, the employee shall be
required to successfully complete a six -hour NSC/DDC certification class.

E. Driver re-certification. Each state employee is required to take the defensive driving refresher
course every four (4) years.

(1) Anemployee may take the four (4) hour refresher course provided by TSD; however, the
employee must provide written proof of previous DDC certification.

(2) Failure to provide the proof required in the previous sub-section will require the employee to
register to take the six (6) hour DDC course.

F. List of certified state employees. The agency vehicle coordinator shall maintain a list of certified
state employees employed by the agency, including a current copy of the employee’s valid NM drivers’ license.
G. User agency requirements.

(1) The user agency is responsible for checking authorized drivers’ licenses to assure compliance
with motor vehicle division laws. If TSD conducts the drivers’ license check, on behalf of the user agency, the user
agency will pay TSD the cost for each record check.

(2) The maintenance of a NSC/DDC certificate database, which will be provided by TSD.

(3) The maintenance and listing of authorized drivers.

(4) Maintenance and listing of suspended driving privileges including drivers’ license revocations,
suspensions and DUIs.

(5) The agency is subject to TSD audits of state agency authorized driver records.

H. Lost certificates. If a state employee loses his or her defensive driving certificate, the TSD will
issue a replacement certificate at a cost per certificate. If the state employee cannot provide proof of taking a TSD
authorized defensive driving certification course, the employee must register for a six hour defensive driving course.
[1.5.3.13 NMAC - Rp, 1.5.3.12 NMAC, 08-14-08]

1.5.3.14 TRAFFIC LAWS AND OPERATOR CONDUCT:
A Authorized drivers shall obey all applicable traffic laws while operating a state vehicle.
B. Authorized drivers must exercise appropriate caution and prudence while operating a state vehicle.
C. Authorized drivers shall not engage in discourteous behavior or inappropriate conduct while
operating a state vehicle.

D. Authorized drivers shall not use state vehicles for inappropriate or illegal activities.

E. Authorized drivers shall only utilize a cell phone with a hands-free device while operating a state
vehicle, whether in-state, out-of-state or out-of-country.

F. Authorized drivers shall operate state vehicles at or below posted speed limits.

G. Authorized drivers shall minimize distractions while operating a state vehicle. The distractions
include but are not limited to reading, texting, and playing with the radio/cd player.

H. An authorized driver who receives a traffic citation or parking ticket while using a state vehicle

shall be personally responsible for any costs (cost of ticket, late frees, court fees or administrative fees) associated
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with the citation or ticket. If TSD receives a state employee’s traffic citation or parking ticket involving a SCFA
motor vehicle, the director will forward it to the state agency leasing the state motor vehicle to assure the employee
promptly clears the citation/ticket.

l. Authorized drivers who are convicted of a traffic violation while driving a state vehicle are
required to immediately register for a six-hour NSC/DDC certification class.

J. Authorized drivers involved in a traffic accident while operating a state vehicle that are found at
fault are required to immediately register for a six-hour NSC/DDC certification class.
K. State employees shall carpool to meetings, conferences whenever feasible.

[1.5.3.14 NMAC - Rp, 1.5.3.13 NMAC, 08-14-08]

1.5.3.15 SUSPENSION OF STATE VEHICLE OPERATOR PRIVILEGES:

A The director shall automatically suspend a state employee’s authorization to operate a state vehicle
if the state employee’s New Mexico driver’s license expires, is revoked, or suspended.

B. The director or the state agency may suspend or revoke driving privileges of an authorized driver

for failure to comply with any provision of this rule. A state agency shall report each suspension or revocation to the
director. The director will provide the agency head with names of any state employee’s employed by the requesting
state agency whose state vehicle operator privileges have been suspended or revoked.

C. To determine that state authorized drivers have a valid driver’s license, the director or designee
will at random review the driving record of state authorized drivers. The director will review the status of the driving
record of any state authorized driver upon receipt of any request for waiver, constituent complaint, traffic citation, or
police report alleged driver or vehicle abuse.

D. An authorized driver that has his/her driving privileges suspended or revoked must successfully
complete a TSD NSC/DDC 6-hour class before the director will consider authorizing the reinstatement of those
privileges.

E. The director shall review all complaints of alleged fraud, waste, and abuse involving state
vehicles, and shall forward them to the state agency fleet coordinator and to the appropriate state agency
management team.

[1.5.3.15 NMAC - Rp, 1.5.3.18 NMAC, 08-14-08]

1.5.3.16 ALCOHOL, CONTROLLED SUBSTANCE, DRUG, AND TOBACCO USE PROHIBITED
- REPORTING REQUIREMENTS:

A No authorized driver shall operate a state vehicle while under the influence of intoxicating alcohol,
controlled substances, or drugs.

B. No authorized driver shall transport an intoxicated passenger, nor shall they transport intoxicating
alcohol of any type, whether in open or unopened containers, while operating or occupying a state vehicle, unless
the person is an employee of the state alcohol and gaming division of the regulation and licensing department or a
state law enforcement officer investigating criminal activities.

C. No authorized driver shall operate a state vehicle when he or she is so impaired by a legal drug
that renders him or her incapable of operating a motor vehicle in a safe and responsible manner.

D. No authorized driver or passenger shall smoke or use smokeless tobacco products of any type in
any state vehicle.

E. The driving privileges of an authorized driver that is convicted of a DUI citation while operating a
state vehicle are immediately and permanently revoked. Reinstatement of the driving privileges may be requested in
writing by the head of the state agency in which the employee works. The director will review the request and
provide the state agency a written determination as to the employee’s state vehicle driving privileges within ten
working days of the receipt of the request by the division.

F. It is the sole responsibility of the state employee to report all current convictions of driving while
intoxicated to their immediate supervisor and the director. Failure to comply with this section shall cause immediate
revocation of their driving privileges of state vehicles. It is the director’s responsibility to report DUI convictions to
the state employee’s immediate supervisor and cabinet secretary or agency head. Disciplinary actions are the
responsibility of the state agency.

G. The state authorized driver privileges shall be suspended while the employee goes through the
DUI court and administrative process. If convicted, the authorized driver’s state vehicle driving privileges shall be
revoked. If not convicted, the state agency shall notify the director in writing requesting that driving privileges be
reinstated along with evidence of the dismissal of charges. The director will review the request and provide the state
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agency a written determination as to the employee’s state vehicle driving privileges within ten working days of
receipt of the request for reinstatement by the division.

H. Revocation of state vehicle driving privileges for a DUI conviction extends to the utilization of the
employee’s personal vehicle if it is to be used to conduct state business.
[1.5.3.16 NMAC - Rp, 1.5.3.14 NMAC, 08-14-08]

1.5.3.17 WEAPONS AND PETS PROHIBITED:

A No authorized driver or passenger shall possess a weapon while operating a state motor vehicle
unless the authorized driver or passenger is a certified law enforcement officer.

B. No pets allowed at any time in state vehicles. Upon written request, the director may authorize

canine patrols or transportation of other animals including assistance dogs. The director will review the request and
provide the state agency a written determination within ten working days of receipt by the division.
[1.5.3.17 NMAC - N, 08-14-08]

1.5.3.18 SEAT BELT USE:

A All authorized drivers and passengers of state vehicles shall wear seat belts.

B. All authorized drivers shall observe child safety and restraint laws at all times when transporting a
minor in a state vehicle in furtherance of official state business.

C. Violation of this law may result in loss of state authorized driver privileges.

[1.5.3.18 NMAC - Rp, 1.5.3.15 NMAC, 08-14-08]

1.5.3.19 USE OF FUEL CREDIT CARDS:

A All state agencies and authorized drivers are required to use the GSD/TSD contracted fuel credit
card for authorized purchases.

B. The state agency shall assign a single fuel credit card to each vehicle and a personal identification
number (PIN) to each authorized driver.

C. Whenever possible, authorized drivers shall use self-service fuel pumps when refueling motor

pool vehicles. Authorized drivers are required to use alternative fuels when they are approved by the manufacturer
and when an alternative fuel vendor is located less than ten miles away at the time fueling is needed. All non-flex
fuel gasoline operated vehicles will use E-10 when a vendor is located less than ten miles away at the time fueling is
needed. Each agency will evaluate fuel usage reports provided by the fuel credit card company at last twice a year
to assess alternative fuel usage by agency staff.

D. The fuel credit card may be used for road-side service, and/or emergency service or repairs not to
exceed $250 per occurrence.
E. If an authorized driver uses the fuel credit card to purchase an unauthorized item or service, the

state agency shall collect the cost of the unauthorized purchase from the authorized driver. The state agency or the
director may suspend or revoke the state vehicle operator privileges of an authorized driver for misuse of a fuel
credit card. A state agency may also take other appropriate disciplinary action.

F. A state agency or authorized driver shall immediately notify the vendor contracted by GSD/TSD if
the fuel credit card for a motor pool vehicle is lost.

G. All expenses charged to the contracted GSD/TSD fuel credit card shall be paid by the user agency.
[1.5.3.19 NMAC - N, 1.5.3.16 NMAC, 08-14-08]
1.5.3.20 AUTHORIZATION TO COMMUTE:

A No authorized driver or passenger shall use a state vehicle for private use.

B. Commuting is defined as the consistent use of a state vehicle from assigned post of duty to

domicile and from domicile to assigned post of duty, even if it is for short periods of time, i.e. legislative session.
Occasional use is not considered commuting, i.e. taking the vehicle home the night before an out-of-town trip.

C. A state agency must develop a written policy that allows authorized drivers to use state vehicles to
commute between work and residence for security purposes or if doing so assists the state agency in accomplishing
its mission. Only the cabinet secretary of an executive department or the director of an independent executive state
agency (not part of an executive department but still part of the executive) can approve the commuting policy and
commuting of individual authorized drivers.

D. Each state agency permitting authorized drivers to utilize this domicile-to-duty privilege shall
maintain current records of:

(1) all state authorized drivers and passengers by name and position;

1.5.3 NMAC 8





(2) the number of miles each state authorized driver who commutes drives annually between work
and residence using a state vehicle;

(3) the number of times annually a state authorized driver who is given written approval to use a state
vehicle to commute between his assigned post of duty and his primary residence and is called back when the state
employee is off-duty;

(4) review all authorizations to use a state vehicle to commute at least once a year; and

(5) report commuting information and subsequent changes the state agency commuting policies to
TSD by the fifteenth of July of each year.

[1.5.3.20 NMAC - Rp, 1.5.3.17 NMAC, 08-14-08]

15.3.21 STATE VEHICLE CARE AND MAINTENANCE:

A An authorized driver must turn off the ignition, close all windows, and lock the doors and trunk of
a state vehicle whenever the state vehicle is left unattended.

B. State agencies and authorized drivers are responsible for assuring that state vehicles in their

custody are parked in secure areas minimizing exposure to vandalism, damage, destruction, wreckage, sabotage,
defacement and/or harm. If after multiple occurrences of vandalism, damage, destruction, wreckage, sabotage,
defacement and/or harm occur, the agency head shall, in writing, request authorization from the director for
authorized drivers to take state motor vehicles to their place of residence for security purposes only. The
authorization will be provided only if the state agency head or designee can prove that:

(1) the state agency’s landlord does not provide a secure space for state vehicles; or,

(2) the state agency cannot avail itself of other secure state of New Mexico parking spaces; or,

(3) the state agency cannot acquire secure private sector parking spaces.

C. If the director provides the approval, the state agency must comply with the reporting and tracking
requirements of 1.5.3.20 NMAC, AUTHORIZATION TO COMMUTE.
D. State agencies must ensure that the subscribed manufacturer’s preventive maintenance service is

done on all leased state vehicles at regular mileage, or time intervals, in accordance with the manufacturer’s
specifications, or as otherwise specified by the director. For vehicles leased or owned by TSD, without exception,
the agency is required to use TSD approved vendors. If there are vendors that are not on the list that are willing to
provide repair or maintenance services the user agency must refer them to the TSD procurement office for inclusion
to the TSD authorized vendor list. Under no circumstances will it be permitted for the authorized driver to receive
services from an unauthorized vendor without a valid purchase order from TSD. Unauthorized expenses will be
billed to the user agency.

(1) The state agency is responsible for ensuring that oil and oil filters on all leased state vehicles are
changed in accordance with the manufacturer’s specifications, TSD maintenance requirements, and that all other
preventive maintenance functions performed are in accordance with the prescribed TSD service schedule, which is
an attachment to the vehicle lease.

(2) A state agency, may without the prior approval of the director, use the fuel credit card to perform
minor repairs of emergency equipment, such as changing windshield wipers, repairing a damaged tire, replacing a
fan belt, or adding a quart of oil, etc., in an amount not to exceed $250. If the emergency repairs will cost more than
$250, it is the responsibility of the user agency to notify the TSD procurement officer of the need to execute an
“emergency procurement” in accordance with the New Mexico Procurement Code, Chapter 13, Article 1 of the
NMSA 1978.

E. State agencies are responsible for the cleanliness of leased state vehicles inside and out. State
agencies are also responsible for checking the leased state vehicle's vital engine fluids and tire pressure at each
refueling.

F. No authorized driver or passenger shall abuse or misuse a leased state vehicle. The SCFA or a

state agency head or designee may assess authorized drivers and authorized passengers for the costs of loss of or
damage to a leased state vehicle if the loss or damage was caused by reckless driving or driving while under the
influence of intoxicating liquor, controlled substances or drugs.

G. The SCFA will charge a state agency for the cost of repairing a leased state vehicle damaged due
to neglect or abuse. The SCFA will charge the cost of repairs to a state agency if the state agency neglects a leased
state vehicle or fails to inform the SCFA of possible damage or a maintenance problem. The director may recall a
leased state vehicle or suspend or revoke the authorized driver privileges for damage or improper care of a leased
state vehicle.

H. State agencies may not display any commercial advertising on a state vehicle at any time. A state
agency may display the agency’s toll-free telephone number on a state vehicle. A state agency must display the “1-
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800-627-6639” toll free telephone number bumper sticker on the rear bumper of all state vehicles with a state of
New Mexico government license plate. The director must approve, in writing, any agency written requests for other
bumper sticker, plaque or signage prior to the state agency affixing it to a state vehicle. For flex fuel vehicles, a state
agency must display a sticker next to the gas port indicating the type of alternative fuel the vehicle can accept.

1. No person shall alter, modify, convert, or improve the original vehicle equipment of any state
vehicle without the prior written authorization of the director.
[1.5.3.21 NMAC - Rp, 1.5.3.19 NMAC, 08-14-08]

1.5.3.22 STATE VEHICLE RETURN:

A The director may rotate state vehicles within an agency or between agencies if the director
determines that a state agency is under or over utilizing an assigned vehicle. The director or designee will notify the
state agency of such occurrences and recommend the rotation. The director, in conjunction with the state agency,
will make the appropriate changes to the location of the leased state vehicle.

B. Once TSD has notified a state agency that a replacement vehicle is available to exchange for a
vehicle that has met or exceeded its life expectancy, or is no longer road worthy, the agency has thirty (30) days to
execute the exchange.

C. The SCFA will notify state agencies if there is a manufacturer’s recall applicable to a leased state
vehicle. The state agency shall take the leased state vehicle to the appropriate dealer for service or modification, and
shall, upon completion of the recall-related work, notify the SCFA.

D. The director in conjunction with the SCFA and the state agency shall determine when a state
vehicle needs to be replaced. Life cycles are determined primarily from user requirements provided by the agency
fleet coordinator. A state agency must return a leased state vehicle to the division upon receipt of a new or different
vehicle.

E. A state agency may return a leased state vehicle in accordance with the terms of the lease
agreement.
F. A state agency shall not transfer; receive control of, or custody of, a leased state vehicle to or from

another state agency without the prior written authorization of the director or designee.
[1.5.3.22 NMAC - Rp, 1.5.3.20 NMAC, 08-14-08]

1.5.3.23 EMERGENCY REPAIRS AND MECHANICAL BREAKDOWN: An authorized driver shall
immediately take steps to correct any mechanical or operating problem that occurs while a TSD leased state vehicle
is in operation. An authorized driver shall, in no case, continue to operate a state vehicle if continued operation
could endanger any person or property. Furthermore, the authorized driver is responsible for immediately notifying
the state agency fleet coordinator and SCFA account manager of any unsafe vehicle condition. Failure to comply
with the notification portion of this section requires any costs to be billed to the user agency or reimbursed to TSD.
[1.5.3.23 NMAC - Rp, 1.5.3.21 NMAC, 08-14-08]

15.3.24 VEHICLE UTILIZATION: The utilization standards establish the minimum requirements for
the use of passenger vehicles for the executive, legislative and judicial branches of the state of New Mexico. TSD,
DOT, EMNRD, G&F and DPS develop and maintain vehicle utilization standards. These utilization standards are to
be reviewed annually and subject to change based on increased fuel efficiencies (CAFE) and reduction of green
house gas emissions benchmarks.

[1.5.3.24 NMAC - N, 08-14-08]

1.5.3.25 UNDER-UTILIZATION OF STATE VEHICLES: The director or designee may re-allocate
state vehicles that are being under-utilized.

A The director shall analyze monthly leased state vehicle mileage statistics.

B. The director may rotate state vehicles within an agency or between agencies if it is determined that

a state agency is under or over utilizing an assigned vehicle. The director or designee will notify the state agency of
such occurrences and recommend the rotation. The director in conjunction with the state agency will make the
appropriate changes to the location of the leased state vehicle.

C. If the director finds that a leased state motor vehicle is accumulating low mileage, the director will
notify the state agency in writing that a state vehicle assigned to it is being under utilized.
D. The state agency shall examine its utilization of the state vehicle and respond in writing justifying

to the director its need for the state vehicle and describing its intra-agency vehicle rotation plan. If the state agency
does not provide such a plan, the director will rotate vehicles among state agencies.
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E. The director or designee will continuously monitor mileage utilization of the leased state vehicles.
If the agency's use of the leased state motor vehicle does not increase, the director may recall the vehicle or replace
it with a state vehicle that has more mileage.

F. The director or designee will consider under utilization of state vehicles when evaluating a state
agency’s requests for additional or different vehicles.
[1.5.3.25 NMAC - Rp, 1.5.3.22 NMAC, 08-14-08]

1.5.3.26 VEHICLE DISPOSAL PROGRAM: The disposal of vehicles is governed by Chapter 13,
Avrticles 1land 6 NMSA 1978. The director in conjunction with the SCFA will consider disposing of a state vehicle
when:

A the leased state vehicle reaches the end of its predetermined accounting and life cycle;
B. the estimated cost of repairs exceed the value of the leased state vehicle; or,
C. the leased state vehicle is unsafe, inoperable or obsolete.

[1.5.3.26 NMAC - Rp, 1.5.3.23 NMAC, 08-14-08]

1.5.3.27 OUT OF STATE AND OUT OF COUNTRY TRAVEL IN STATE VEHICLES:

A The director or designee must approve in writing all out-of-state and out-of-country travel
requests, in state vehicles, in advance.

B. The state agency must request the appropriate approval in writing and at a minimum include the

following information:

(1) names of employee travelers/drivers - if travelers/drivers are not employees please provide their
names, entity they represent and reason why they need to travel in a state vehicle (relatives or friends that are not
conducting business in the furtherance of state of New Mexico business cannot travel in a state car);

(2) NM drivers’ license numbers of all authorized drivers;

(3) copies of drivers national safety council/defensive driving certificate;

(4) G or SG-Plates of vehicles making the trip;

(5) point of departure;

(6) points of destination, i.e. Santa Fe, New Mexico; to El Paso, Texas; to Ciudad Juérez, Chihuahua;
to Chihuahua, Chihuahua; to Torredn, Coahuila, etc.

(7) date of departure;

(8) date of return; and,

(9) purpose for the travel.

C. The state agency fleet coordinator must provide the appropriate information to the director based
on the following schedules:

(1) for a non-state employee passenger waiver, at least five working days notice;

(2) for an out-of-state waiver, at least five working days notice; and,

(3) for an out-of-country waiver at least ten working days notice.

D. The authorized driver must have the proper insurance, vehicle registration and waiver
documentation in-hand prior to the travel date.
[1.5.3.27 NMAC - Rp, 1.5.3.24 NMAC, 08-14-08]

1.5.3.28 ACCIDENTS AND ACCIDENT REPORTING:

A An authorized driver of a state vehicle owned or leased by GSD/TSD shall file a police accident
report for any auto accident in a state vehicle as soon as possible regardless of the severity of the accident. The
police report and automobile loss notice are required with or without property damage, bodily injury, whether the
authorized driver is at fault or not.

B. The authorized driver shall provide the original police accident report and automobile loss notice
to RMD and a copy of the same to the agency vehicle coordinator and the director.
C. If the authorized driver did not file a police report, the state agency fleet coordinator must

complete the automobile loss notice and include the authorized driver’s, and/or any witnesses, written and notarized
affidavit(s) describing the accident in detail, with distribution of the documents as previously described.

D. RMD will assist the director in maintaining accident reports and filing insurance claims for all
state vehicles.
E. Since the premiums for RMD state passenger vehicles are part of the TSD lease rates, the

deductible for any loss will be paid by TSD. However, if there is proof that the loss was caused by the negligence or
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abuse of a state employee, the user agency will bear the costs of the insurance deductibles up to $1,000 and any
other costs as may be determined by the director and RMD.
[1.5.3.28 NMAC - N, 1.5.3.25 NMAC, 08-14-08]

1.5.3.29 CUSTODY OF STATE VEHICLES:

A Determination by director. The director may, on his own initiative or in response to a written
request from a state agency, determine that custody of certain state vehicles should reside in a state agency. The
director shall make such determination in accordance with the criteria set forth in Subsection B of Section 15-8-6.
All state vehicles in the custody of other state agencies shall be titled in the name of the division in accordance with
Section 15-8-9 NMSA 1978.

B. Responsibilities of state agencies with custody of state vehicles. A state agency that has custody
of one or more state vehicles shall:

(1) appoint an agency fleet coordinator who shall be responsible for answering any questions from
the director regarding the owned or leased TSD state vehicles in the state agency's custody;

(2) maintain an accurate inventory of all state vehicles in its custody, including any public property
with a license plate;

(3) submit an inventory report to the director by June 15th of each year for the fiscal year ending on
June 30 of that year;

(4) notify the director within thirty (30) days of any change in the name, address, telephone number,
or facsimile number of the state agency or the agency fleet coordinator, or any change in the status of state vehicles
in the state agency's custody;

(5) register all state vehicles using the name GSD/TSD/SCFA as the first lien holder or name

(@) the name of GSD/SCFA as the first lien holder or name 1; and,
(b) the name of the state agency as hame 2 and the state agency accounting code as “VIN 2”;

(6) be responsible for all operation, maintenance, repair, and replacement costs of leased state
vehicles in the state agency's custody;

(7) budget appropriately for replacement of leased state vehicles;

(8) develop written inventory, administrative, operational, and replacement policies;

(9) develop a written policy regarding the use of leased state vehicles for commuting between work
and residence;

(10) track all special use motor vehicles and motor vehicles leased or purchased totally or partially
with federal funds using the vehicle identification number (VIN) instead of the license plate number; and

(11) maintain insurance coverage on non - TSD leased state vehicles in accordance with the
requirements established by RMD.

C. License plates. On an annual basis, the director shall determine which type of license plate shall
be issued for each state vehicle in the custody of a state agency based on information provided by the requesting
agency.

[1.5.3.29 NMAC - N, 1.5.3.26 NMAC, 08-14-08]

1.5.3.30 WAIVER FROM TSD RULES: The GSD secretary or authorized designee may waive any
portion of this rule provided the request is submitted in writing.
[1.5.3.30 NMAC - Rp, 1.5.3.27 NMAC, 08-14-08]

HISTORY OF 1.5.3 NMAC:

Pre NMAC History: Material in the part was derived from that previously filed with the commission of public
records - state records center and archives:

GSD 85-202, State Motor Vehicle Regulations, filed 10-28-85;

GSD 90-202, State Motor Vehicle Regulations, filed 11-05-90.

History of Repealed Material:
GSD 90-202, State Motor Vehicle Regulations, filed 11-05-90, repealed effective 11-01-02.
1.5.3 NMAC, Administration and Use of State Vehicles (filed 10/01/2002) repealed 08-14-08.

Other History:

GSD 90-202, State Motor Vehicle Regulations, filed 11-05-90 replaced by 1.5.3 NMAC named Administration and
Use of State Vehicles, effective 11-01-02.

1.5.3 NMAC 12





1.5.3 NMAC, Administration and Use of State Vehicles (filed 10/01/2002) was replaced by 1.5.3 NMAC,
Administration and Use of State Vehicles, effective 08-14-08.
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		2011 Safety Handbook

		QUICK FACT

		NOTE

		QUICK FACT

		NOTE

		NOTE

		QUICK FACT

		QUICK FACT

		QUICK FACT

		References: Federal Motor Carrier Safety Regulations: 392.22 & 393.95 and NMSA 66-3-853 & 66-3-849



		AD-801_REPORTING_ACCIDENTS_INCIDENTS_AND_POTENTIAL_LIABILITY_CLAIMS

		Supersedes Administrative Directive No. 801 dated April 01, 2006.

		AUTHORITY:  1.00 1.5.3 NMAC and 1.6.4 NMAC         

		PURPOSE:  2.00 To develop guidelines for reporting accidents involving

		DEFINITIONS:  3.00 N/A

		DIRECTIVE:  4.00 General:

		PROCEDURES: 5.00 N/A



		AD-802_PERSONAL_PROTECTIVE_EQUIPMENT2

		A. HARD HATS

		C. EYE PROTECTION

		D. RESPIRATORS

		E. HEARING PROTECTION



		AD-803_FACILITY_SAFETY_AND_LOSS_CONTROL_INSPECTIONS

		Supersedes Administrative Directive No. 803 dated 

		January 1, 2005

		AUTHORITY:  1.00 OSHA Regulations, NFC/NFPA Regulations and 1.6.4 NMAC         

		PURPOSE:  2.00 To establish a program requiring regular inspections of

		Department facilities, to identify and eliminate safety and health hazards and other loss producing conditions and to ensure compliance with State, Federal and Agency regulations.  

		DEFINITIONS:  3.00 “Facility” – General Office and District Headquarters Complex

		DIRECTIVE:  4.00 The basis for the Department’s program is the periodic “self-

		PROCEDURES:



		AD-814_LOSS_CONTROL_COMMITTEE

		Supersedes Administrative Directive No. 814 dated August 01, 2001.

		AUTHORITY:  1.00 1.6.4 NMAC        

		PURPOSE:  2.00 The NMDOT Safety and Loss Control Committee (SLC) is                                                              established to prevent and mitigate losses by reviewing       circumstances leading to general liability tort claims,       insured or non-insured losses, personal injuries, equipment      damages, property loss or damages or other losses.  The      SLC will review loss data and protective measures currently      in use and determine the protective measures and make      recommendations to the convening authority.

		DEFINITIONS:  3.00 “Convening Authority” means the Cabinet Secretary 

		DIRECTIVE:  4.00 Safety and Loss control is an integral part of the responsibility of  

		PROCEDURES: 5.00 Loss Control Procedures Handbook



		AD-805_WORKERS_COMPENSATION_INJURY_MANAGEMENT

		Supersedes Administrative Directive No. 805 dated February 01,     2002

		AUTHORITY:  1.00 Chapter 52, Workers’ Compensation, NMSA 1978         

		PURPOSE:  2.00 To provide policy and guidance for the administration of the

		DEFINITIONS:  3.00 “Workers’ Compensation Act” is the law which is the exclusive 

		DIRECTIVE:  4.00 The health and safety of each of our employees is of the utmost

		PROCEDURES: 

		General   5.00 The injury management process begins by following the hiring

		procedures outlined in Administrative Directives 617, Filling Vacant Positions and No. 635, Selection of Supervisors and Managers for Vacant Positions.

		Immediate Supervisor 5.01 Provides continuous reinforcement of training on work related 

		topics and procedures to follow in the event of accident or injury.

		5.02 Maintains Department Directives and Safety Handbook in a 

		location where employees can have access.

		Employee  5.03 Becomes familiar and complies with procedures used for

		managing injuries.

		5.04 Cooperates with those working to mitigate the injury and return

		the employee to work.



		AD-812_WORKPLACE_VIOLENCE_PREVENTION_AND_MITIGATION

		Supersedes Administrative Directive No. 812 dated May 1, 2004 

		PURPOSE:  2.00 To establish a written directive regarding acts of violence in the 

		DEFINITIONS:  3.00 “Workplace Violence” is conduct in or associated with the 

		workplace against employees, supervisors or non-employees, 

		involving: (a) physical acts against persons or their property, or 

		against Department property; (b) veiled, direct, or indirect verbal 

		threats of physical harm that have the effect of causing psychological or emotional harm or create a hostile or intimidating environment; (c) written threats, profanity, vicious cartoons or notes, or other written conduct that is meant to threaten or create a hostile environment; or (d) any other act that is threatening or intended to injure or convey hostility.

		DIRECTIVE:  4.00 It is the policy of the Department that workplace violence shall 

		PROCEDURES: 5.00 Employee’s Workplace Violence Prevention Guide and       Supervisor’s Guide for Managing Violent Incidents in the       Workplace



		AD-646_DOMESTIC_VIOLENCE

		AUTHORITY:  1.00 NMSA 1978, Chapter 50, Article 4 and Executive 

		Order 2008-047

		PURPOSE:  2.00 To formally establish that the Department will not       condone acts of domestic violence and to establish procedures      for supervisors to follow when acts of domestic violence occur.      To establish a written directive regarding the acts of domestic      violence in the workplace, inform employees of the procedures      for reporting such behavior and for outlining consequences of      such behavior by Department employees.  

		DEFINITIONS:  3.00 “Batterer Perpetrator or Abuser”: An individual who commits      domestic violence, sexual assault or stalking.

		3.04 “Domestic Violence”: A pattern of coercive behavior that is used by a person against a household member to gain power and control over the other household member in the relationship.  This behavior may include any of the following: physical violence, sexual abuse, emotional and psychological intimidation, verbal abuse and threats, stalking, isolation from friends and family, economic control and destruction of personal property.

		DIRECTIVE:  4.00 Domestic Violence in the Workplace is Prohibited: It is the      policy of the Department that domestic workplace       violence shall not be tolerated of employees, supervisors or non-     employees.  Threats or the commission of domestic violence,      sexual assault or stalking by any Department employee on      Department property during working hours or at a Department-     sponsored event, whether directed at another Department      employee or another person is strictly prohibited.  Every reported     instance of domestic workplace violence will be considered      serious enough to warrant an investigation by Risk Management      and appropriate action by the Department, including termination      for a first offense and reporting law enforcement.

		GUIDELINES:  5.00 



		AD-816_BLOODBORNE_PATHOGENS_PROGRAM

		Supersedes Administrative Directive No. 816 dated June 1, 2003.

		AUTHORITY:  1.00 29 CFR 1910.1030 (OHSA)          

		PURPOSE:  2.00 The Bloodborne Pathogen Program is established to reduce the

		DEFINITIONS:  3.00 “Bloodborne Pathogens” means pathogenic microorganisms that

		DIRECTIVE:  4.00 Risk Management shall be responsible for, implementing, 

		PROCEDURES: 5.00 NMDOT Exposure Control Plan



		AD-633_OMNIBUS_DRUG_AND_ALCOHOL_TESTING_PPROGRAM

		AUTHORITY:  1.00 Omnibus Transportation Employee Testing Act of 1991, 

		49 U.S.C. Subtitle VI, Part B, §31306; 49 C.F.R. § 382; 49      C.F.R. Part 40; 1988 Drug Free Workplace Act; New Mexico      State Personnel Board Rule 1.7.8.8 NMAC; NMDOT       Administrative Directive 628 - Code of Conduct. 

		PURPOSE: 2.00 To establish the New Mexico Department of Transportation’s

		3.06  Commercial Motor Vehicle (CMV) means any vehicle or

		combination of vehicles used to transport passengers or property  that:

		1. Has a gross combination weight rating of 26,001 or more pounds, inclusive of a towed unit with a gross vehicle weight rating of more than 10,000 pounds; or 

		2. Has a gross vehicle weight of 26,001 or more pounds; or

		3. Is designed to transport 16 or more passengers, including the driver; or

		4. Is of any size and is used in the transportation of materials found to be hazardous for the purposes of the Hazardous Materials Transportation Act and which requires the motor vehicle to be placarded under the Hazardous Materials Regulations (49 CFR part 172, subpart f), and

		5. Which, under the New Mexico Motor Vehicle Code, may only be driven by persons in possession of a valid commercial driver’s license (CDL). 

		DIRECTIVE:  4.00 POLICY STATEMENT

		PROCEDURES:  18. The procedures outlined in this section are provided for reference only.  The provisions in other portions of this directive constitute the Department’s policy.  In all cases, the Federal Motor Carrier Safety Act, 49 CFR Part 40 and Section 382 will control.

		Random Testing:  

		ATTACHMENT “A”   

		Alcohol & Drug Effects



		A. ALCOHOL

		B. DRUGS

		ATTACHMENT “B”





		AD-804_CHEMICAL_HAZARD_COMMUNICATION_PROGRAM

		Supersedes Administrative Directive No. 804 dated 

		February 01, 2002

		AUTHORITY:  1.00 29 CFR 1910.1200         

		PURPOSE:  2.00 The Chemical Hazards Communication Program is established

		DEFINITIONS:  3.00 “Material Safety Data Sheet (MSDS)” means written or printed 

		DIRECTIVE:  4.00 The Risk Management Bureau shall be responsible for 

		PROCEDURES: 5.00 The procedures for a Chemical Hazard Communication Program 



		AD-809_EMERGENCY_RESPONSE_FOR_HAZARDOUS_MATERIAL_SPILLS

		Supersedes Administrative Directive No. 809 dated May 01, 2002.

		AUTHORITY:  1.00 Emergency Management Act Sections 74-4B-1 through 

		74-4B-14, NMSA 1974; New Mexico Hazardous Materials

		Emergency Response Plan and Procedures Handbook         

		PURPOSE:  2.00 The purpose of this Directive is to stipulate the Department’s 

		DEFINITIONS:  3.00 N/A

		DIRECTIVE:  4.00 In the event of a hazardous material spill, the State Police or

		PROCEDURES: 5.00 N/A



		AD-815_SUPPLEMENT_TO_THE_STATE'S_ALL-HAZARD_EMERGENCY_OPS

		Supersedes Administrative Directive No. 815 dated May 01, 2002.

		AUTHORITY:  1.00 New Mexico “State Civil Emergency Preparedness Act” of 1974,

		as amended [12-10-1 through 12-10-10 NMSA 1978];  The Emergency Management Act [74-4B-1 through 74-4B-14, NMSA 1978]; New Mexico All-Hazard Emergency Operations Plan          

		PURPOSE:  2.00 The purpose of this Directive is to stipulate the Department’s 

		DEFINITIONS:  3.00 “New Mexico All-Hazard Emergency Plan” assigns functional 

		DIRECTIVE:  4.00 In the event of an emergency, the State Director of Emergency 

		PROCEDURES: 5.00 N/A



		AD-901_USE_OF_PERSONAL_VEHICLE

		Supersedes Administrative Directive No. 901 dated 

		June 1, 2003

		AUTHORITY:  1.00 N/A         

		PURPOSE:  2.00 To provide guidelines for an employee to use a personal or other

		DEFINITIONS:  3.00 N/A

		DIRECTIVE:  4.00 Employees may obtain mileage reimbursement for use of a 

		private vehicle if the employee has completed Form No. A-973,

		Request to use a Personal Vehicle for Travel on Department Business, in advance of the travel.  Form No. A-973 must be approved by the employee’s immediate Supervisor and by a District Engineer, Division Director, Deputy Secretary or the Secretary.

		4.01 Employees may use a personal vehicle, unless otherwise directed by their supervisor, to conduct Department business, provided they do not seek reimbursement for mileage. Electing to do so without completing Form No. A-973, waives the employee’s right to any potential reimbursement for property loss provided under any current Collective Bargaining Agreement.

		4.02 Under no condition shall employees be authorized the use of their personal vehicle in an active construction or maintenance work zone.

		4.03 All approved requests for mileage reimbursement shall be paid in accordance with the Department of Finance and Administration regulations in force at the time of the travel.

		4.04 If an employee is involved in a vehicle accident using their personal vehicle while performing duties which further the interests of the Department, the employee must file a claim with their personal insurance carrier before any determination of coverage can be made under the State’s liability coverage.  The State does not carry insurance to cover loss or damage to the employee’s personal vehicle.  In the event of an accident causing injury to an employee in their personal vehicle, worker’s compensation will only be in effect if the employee is performing duties within the scope and course of their employment.

		4.05 While transacting Department business with use of a personal vehicle, employees are required to comply with all applicable laws.  An employee cited for a violation of law is responsible for paying any applicable fine or complying with any sentence imposed by the court having jurisdiction over the offense

		4.09 Violation of this Directive may be grounds for disciplinary action, up to and including dismissal.  

		PROCEDURES: 5.00 N/A



		AD-903_USE_OF_STATE_VEHICLE

		AUTHORITY:  1.00 1.5.3 NMAC and 2.20.2 NMAC 

		PURPOSE:  2.00 To establish guidelines for the use of state vehicles by       Department employees in accordance with rules and       regulations issued by the General Services Department and      to provide procedures to determine the taxable value for       vehicle usage.

		DEFINITIONS:  3.00 “Authorized Driver” means a public employee holding a valid      New Mexico driver’s license and a defensive driving certificate      who is permitted to use a state vehicle in furtherance of official      state business. A valid New Mexico driver’s license does not      include provisional, limited, restricted or administrative permits.

		3.04 “Official Purpose” means the use of a state vehicle in the      furtherance of official State business and not solely for the      benefit of the employee.

		DIRECTIVE:  4.00 This Directive allows for an authorized driver to obtain food or      lodging at locations within a reasonable distance of the       employee’s assigned work area. The Department shall       reimburse employees for commercial or municipal parking fees      when a receipt is provided.

		4.01 Only authorized drivers shall operate a state vehicle in the      furtherance of official state business. The use of a state vehicle      for personal business is prohibited.

		PROCEDURES: 5.00 The General Office and District employees who commute      must complete the Form No. A-1117, “Annual Authorization      to Use State Vehicle to Commute”, for the period of July 1, 2XXX     through June 30, 2XXX of each year.  The original form must      then be forwarded to the Office of Deputy Secretary for       Transportation and Highway Operations, no later than July 31,      2XXX.

		5.01 Employees authorized to commute between work and home in a      state vehicle shall be subject to a fee of $3.00 per day charged      against their gross income.



		ADMINISTRATION AND USE OF STATE VEHICLES




“Be Safe Today & Be Here Tomorrow”

Ohio Department of Transportation

Safe Performance Program CY 2018






Program Goal

Aligning with Ohio Department of Transportation’s (ODOT) mission and vision, this program is

created to recognize the important role its employees playing in a creating a culture that seeks
to improve safety, morale, employee engagement , and enhance the operation and success of
the organization.

According to the National Safety Council “the average of one medical injury cost to an
organization was over $30,000 when calculating direct and indirect costs. A direct cost alone of
$5,000 and an industry standard factor of 4 for indirect cost can cost $20,000.”

Each ODOT district will be responsible to maintain the program in accordance with the
Department of Administrative guidelines for recognition programs related to safety.

District 1- 320 employees
District 2 — 368 employees
District 3 — 377 employees
District 4 — 422 employees
District 6 — 410 employees
District 7 — 382 employees
District 8 — 400 employees
District 10 — 332 employees
District 11 — 327 employees

District 12 — 373 employees

ODOT Mission

To provide easy movement of people and goods from place to place we will:

e Take care of what we have

e Make our system work better
e |Improve Safety

e Enhance Capacity






ODOT Vision
A long term, reliable, professional, and highly productive organization
Safety Guiding Principles

e To create a positive working environment that encourages employees

e To show appreciation for the contributions the employees provide

e To contribute to a higher employee morale

e Toincrease ownership in safety practices

e Toincrease safe organizational productivity

e To demonstrate management commitment and appreciation to the employees
e To provide a safe workplace that empowers employees

Program Details

All fulltime permanent employees are eligible for the program. Each employee will be proactive
in their own safety. All employees may participate and complete a safety questionnaire to assist
the District Safety Department develop and continue a solid workplace safety program. In
addition, they will be able to gain and demonstrate knowledge through monthly online
trainings and review questions. Participants will take part in a quarterly trainings and videos.
Lastly, employees will need to be able to demonstrate safety through their own safe
performance. The District Safety Office will keep track of levels achieved for each employee. As
an employee performs the safety activities and demonstrates their own safety they will be able
to earn a level each quarter. The program will be one year in length. A level may be earned
each quarter. A quarter is defined January-March, April-June, July-September, and October-
December. Employees that achieve the level for that quarter will be recognized with that level
item after that quarter has ended. An individual has the ability to obtain all four levels in the
program year.

How to earn each level:

Level 1 — Quarter 1

e Take all 3 monthly online safety learning topics ( there are questions at the end but is not
designed as pass/fail)

e Complete watching a quarterly safety video

e Preventable Medical Injury Free (Quarter 1)






e Preventable Accident Free (Quarter 1) Defined : includes no backing & no physical contact to
another object or vehicle that an employee causes in line with the ODOT’s Critical Success
Factors definition.

Level 2 - Quarter 2

Take all 3 monthly online safety learning topics

Complete watching a quarterly Safety Video

Preventable Medical Injury Free (Quarter 2)

Preventable Accident Free (Quarter 2)

Level 3 — Quarter 3

e Take all 3 monthly online safety learning topics
e Complete watching a quarterly Safety Video

e Preventable Medical Injury Free (Quarter 3)

e Preventable Accident Free (Quarter 3)

Level 4 — Quarter 4

e Take all 3 monthly online safety learning topics
e Complete watching a quarterly Safety Video

e Preventable Medical Injury Free (Quarter 4)

e Preventable Accident Free (Quarter 4)

Each level has been broken down and the total for all 4 levels per district does not exceed $25 per
person for the program year. Prices are based on minimum order of 250 per unit and delivered. The
items will have our ODOT Logo.

Level 1 Level 2 Level 3 Level 4

$5.35 $3.25 $8.00 $8.40

Level 1 Level 2 Level 3 Level 4






)
0o T
$4.30 $5.80 $6.89 $8.00
Note:

The first row of items are for Districts 1,2,3,4,6,7,8,10,12

The 2™ row is designated for District 11, due to previous items in first four years of program.
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EMPLOYEE SAFETY & HEALTH &

PERSONAL PROTECTIVE EQUIPMENT (PPE) ACKNOWLEDGMENT

SECTION 1: ACKNOWLEDGMENT STATEMENT

This is to certify that | have received the personal protective equipment identified below and have had made available to
me a copy of the Cabinet’s safety and health policy regarding the appropriate use of this equipment. | further certify
that | have read and understand this policy.

| further acknowledge that | have received training on the proper use of this equipment and agree to utilize it in a
manner consistent with the intended use and in accordance with 29 CFR 1910.132.

SECTION 2: PPE ISSUED

ITEM ISSUED COMMENTS

Hard Hat

HN

Hi-Viz Cap

Boonie Hat

Sock Hat

Retro-Reflective Vest

Shirt — Short-sleeve Polo

Shirt — Short-sleeve Tee

Shirt — Long-sleeve Tee

Foot Protection

Jacket

Hearing Protection

Eye Protection

Face/Welder Shield

Chainsaw Protection

Gloves

Personal Fall Arrest System (PFAS):

Respirator (if applicable*)

Other

OODDD oo o d s EE [

Other

* Appendix D of 29 CFR 1910.134 as it relates to voluntary usage of “dust mask” respiratory protection.

SECTION 3: SIGNATURE

[ ] 1 have received the items listed and understand their proper use for my personal protection on the job.

IE | have received a copy of the Employee Safety & Health Manual.

[NAME DATE CREW EMPLOYEE ID

SAFETY COORDINATOR/ADMINISTRATOR DISTRICT SIGNATURE
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PERSONAL PROTECTIVE EQUIPMENT (PPE) ACKNOWLEDGMENT







TC 25-105

___,._\1____ KE!\ITUCKY TRANSPORTATION CABINET Rev. 06/2017
/j..___“ Office of Human Resource Management Page 1 of 3
EMPLOYEE SAFETY & HEALTH &
NOTICE OF SAFETY VIOLATION
SECTION 1: EMPLOYEE INFORMATION
|[FIRST NAME LAST NAME JOB TITLE
COUNTY CREW DATE TIME DIVISION/DISTRICT

SECTION 2: VIOLATION DETAILS

[ ] First Offense [ ] second Offense
[ ] Repeat Violation [ ] Hazardous Violation

[ ] Third Offense
[ ] Photos Taken

SPECIFIC LOCATION OF VIOLATION:

IADDITIONAL NOTES (text limited for accurate printing)

SECTION 3: NATURE OF VIOLATION

[ ] Unsafe Act [ ] PPE Violation
[ ] Unsafe Act with Injury [ ] Repeat PPE Violation

[ ] safety Policy Violation

[ ] other

ADDITIONAL NOTES (text limited for accurate printing)

SECTION 4: RECOMMENDATIONS

[ ] None [ ] Meeting with Supervisor and/or
|:| Counseling/Retraining Next-Line Supervisor

[ ] verbal Reprimand [ ] Forward Violation to District Loss
|:| Written Reprimand Control/Safety Committee

[ ] Forward Violation to OHRM
Employee Compliance Branch

[ ] other

IADDITIONAL NOTES (text limited for accurate printing)

SECTION 5: SIGNATURE

SAFETY REPRESENTATIVE TITLE SIGNATURE

DATE
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NOTICE OF SAFETY VIOLATION

TC 25-105
Rev. 06/2017
Page 2 of 3

SECTION 3: CORRECTIVE ACTION (cont.)

SECTION 4: SIGNATURE

SAFETY REPRESENTATIVE TITLE

SIGNATURE

DATE
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Office of Human Resource Management
EMPLOYEE SAFETY & HEALTH

NOTICE OF SAFETY VIOLATION
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EMPLOYEE SAFETY & HEALTH Page 10f3
JOBSITE SETUP INSPECTION
SECTION 1: JOBSITE & CREW INFORMATION (M=Maintenance; C=Construction; Mb=Mobile)
[DATE TIME CREW COUNTY [ I]m [ ]c ROAD/HIGHWAY
[ ™Mb
SUPERVISOR KYTC INSPECTOR JOB TYPE
SECTION 2: SIGN & LANE CLOSURE INFORMATION
SIGNS LANE CLOSURE
Lead Signs Signs Number, Size, Sign Placement Channelization Flashing Pilot
Flags/Cones & Condition & Distance Device Arrow Truck/Escort

[ ] satisfactory

[ ] satisfactory

[ ] satisfactory

[ ] satisfactory

[ ] satisfactory

[ ] satisfactory

[ ] Unsatisfactory

[ ] Unsatisfactory

[ ] Unsatisfactory

[ ] Unsatisfactory

[ ] Unsatisfactory

[ ] Unsatisfactory

COMMENTS/ADDITIONAL DETAILS

SECTION 3: FLAGPERSON INFORMATION

CRITERIA BEGINNING FLAGPERSON MIDDLE FLAGPERSON END FLAGPERSON
Certified [ ] [ ] [ ]
Head Protection [ ]Hard Hat [ ] Required [ JHardHat [ ] Required [ ]Hard Hat [ ] Required
|:| Hi-Vis Cap |:| Hi-Vis Cap |:| Hi-Vis Cap
Safety Vest/Hi-Vis [ ] [] [ ]
Paddle Flag [ ] [] [ ]
Positioning |:| |:| |:|
Spacing From Crew |:| |:| |:|
Flagging Procedures |:| |:| |:|
Communications Equip. |:| |:| |:|

COMMENTS/ADDITIONAL DETAILS

SECTION 4: EQUIPMENT REQUIREMENTS

CORRECTIVE ACTIONS REQUIRED

EQUIPMENT REQUIREMENTS
L]

Safety Devices/Attenuator
Tool Condition [ ]

Seat Belts

Lighting Package & Use

Backup Alarms

Equipment Condition

Cones/Barrels Condition

I

Other |

COMMENTS/ADDITIONAL DETAILS
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EMPLOYEE SAFETY & HEALTH &

JOBSITE SETUP INSPECTION

SECTION 5: OTHER REQUIREMENTS

OTHER REQUIREMENTS CORRECTIVE ACTIONS REQUIRED

Job Briefing Completed

Job Safety Analysis Completed

Temporary Traffic Control Plan
Completed

First-Aid Certified Crew Member
On Site

PPE Utilized by Crew

First-Aid Kit On Site

Fire Extinguisher On Site

\Written Programs Followed

Odood o) g |o)d

Other:

COMMENTS/ADDITIONAL DETAILS

SECTION 6: INSPECTION SUMMARY

SECTION 7: SIGNATURE

SIGNATURE (Safety Coordinator/Administrator) DATE
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INJURY & ACCIDENT INVESTIGATION

TC 25-155
Rev. 05/2017
Page 1 of 2

SECTION 1: EMPLOYEE INFORMATION

LAST NAME FIRST NAME MI[JOB TITLE

DISTRICT DEPARTMENT DIVISION/FACILITY/LOCATION
LENGTH OF EMPLOYMENT TIME IN CURRENT POSITION TYPE OF INCIDENT

] Less than 1 month [l Less than 1 month L] Employee Injury

] 1-6 months [} 1-6 months [J Equipment/Vehicle Accident
[] 6 months to 5 years [] 6 months to 5 years [] Both

] More than 5 years [} More than 5 years L] other (specify)

SECTION 2: ACCIDENT DESCRIPTION

] pay

Date:

OBJECT(S) INVOLVED

1 Night

Time:

TASK BEING PERFORMED

DESCRIPTION OF ACCIDENT

(Additional space provided on page 2.
Attach any photos in email.)

SECTION 3: INJURY INFORMATION

] Abrasion [ ] Cumulative Trauma L] Heat L] Loss of [ Strain

] Absorption Disorder [ Ingestion consciousness

1 Avulsion [ ] Dermatitis ] Inhalation ] Puncture [ ] Other (specify)

] cold [] Foreign body (] Injection [] Radiation

[] Contusion [] Fracture [] Laceration ] Sprain

SECTION 4: SEVERITY

[] Fatality [] Restricted Duty [] Lost Time ] Job Transfer [] None

SECTION 5: BODY PART(S) AFFECTED

L] Ankle  [J Back L] Ear L] Face [] Foot | Head [l Leg L] Shoulder (] None
(] Arm [ chest [ Eye [ Finger [] Hand [ knee [ Neck [ Toe (] other

SECTION 6: TREATMENT/ACTION TAKEN

L] First Aid Only [] Personal Physician

[] Medical Monitoring Only [ ] Emergency Room

[] Hospital Admission
[] Other (specify)

[ IA-1 Form Complete [ ] OSHA Notified
[ ] Treatment Declined [ ] None

SECTION 7: POSSIBLE CAUSAL FACTORS

] Combative person
Defeated safety equipment
Defective safety equipment
Distraction by others
Failure to observe rules
Failure to use seat belt
Faulty/poor design

Faulty safety equipment
Hazardous procedures
Hazardous storage
Hazardous weather
Improper guarding

oot

Inadequate guarding
Inadequate lighting
Insect/animal attack
Insufficient training
Irritants, contact with
Job Briefing not completed
JSA not completed
Poor housekeeping

PPE not used

Toxin, contact with

[ ] Toxin, inhaled

[] TTC Plan not completed

LI oo

Unauthorized use
Unsafe position
Unsafe posture
Unsafe procedures
Unsafe speed

Unsafe surface
Unsecured equipment

oot

[J Wrong tool used

1 other (specify)

Written Program not followed
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INJURY & ACCIDENT INVESTIGATION
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SECTION 8: WEATHER & ROAD CONDITIONS

ROAD CONDITIONS

WEATHER

Dry L] Snowy/Icy
Muddy (] wet

[] Clear [] Fog [ ] Rain
[] Cloudy [] Misting

] Snow/sleet/ice

[] Smoke/dust [] Other

CAUSES OF EQUIPMENT/AUTO ACCIDENT

TYPE OF EQUIPMENT/AUTO ACCIDENT

Hazardous weather
Improper backing
Improper procedures
Inattention

Lack of training
Unauthorized use
Unsafe position

ooty oo

Unsafe speed

(| Unsecured equipment

] Using communication
device

] Violation of traffic laws

(] other (specify)

] No unsafe act observed

Backing

Flying object

Hitting animal

Hitting stationary object
Mechanical failure

Move from parked position

oot

Object dropped on vehicle
] overturned

L] Passing

] Ran off road

(] Rear-end collision

] Roll from parked position
[ ] struck by another vehicle
] Turning

] other (specify)

SECTION 9: ADDITIONAL ACCIDENT FACTORS

L1 Incident in work zone
1 Job briefing completed

] JSA completed
] KSAP report completed

[] Seat belt in use
] TTC plan completed

L1 written program
followed

SECTION 10: WITNESSES (When available, attach witness photos, contact information, or statement.)

By signing below, I certify that | witnessed the injury or accident involving the employee identified in Section 1.

Print Name Witness Signature Print Name Witness Signature
SECTION 11: INVESTIGATOR SIGNATURE
Print Name Investigator Signature Title Date

SECTION 2: ACCIDENT DESCRIPTION (continued from page 1)
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JOB BRIEFING

INSTRUCTIONS: This form shall be completed by the Supervisor, Superintendent, or Crew Leader in charge of the
work/job site and kept on file for two months.

SECTION 1: BRIEFING INFORMATION

Reason for the job briefing: [ ] Start of Job [ ] Change in Job [ ] Restart of Job
CREW NAME CREW NUMBER DATE TIME L] Am
Y
SECTION 2: JOB DESCRIPTION (text limited for accurate printing)
SECTION 3: TOPICS REVIEWED
YES N/A COMMENTS

1 |Hazards associated with the job (Job Safety Analysis)

2 |Work procedures involved

3 |Special precautions

4 |Energy source controls

5 [Personal Protective Equipment (PPE) requirements

6 |[Temporary traffic control plan

N I I O 0 O O
oo orol gy g

7 |Weather conditions

8 |ldentification of the employee who is First Aid/CPR certified M [

In the space below, note any additional safety hazards identified during the job briefing and how they were
addressed. (text limited for accurate printing)

SECTION 4: CERTIFICATION

Each crew member shall initial one of the boxes below to certify that he or she has participated in and understands the job
briefing as described above. The Supervisor, Superintendent, or Crew Leader who conducted the briefing shall sign below.

CREW MEMBERS JOB BRIEFING CONDUCTED BY (print name and title)

SIGNATURE DATE
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EMPLOYEE SAFETY & HEALTH BRANCH &

SAFETY RISK REPORT

Instructions: KYTC employees are to use this form to report an observed safety risk within their assigned work area that could result
in an injury or has resulted in a near miss to themselves or a co-worker. The Employee Safety & Health Branch staff will evaluate the
safety risk and determine if safety enhancements are needed. Forward completed forms to the District Safety Coordinator or Safety
IAdministrator. You may also mail forms to the KYTC Employee Safety & Health Branch, 200 Mero Street, 6" Floor, Frankfort, KY,
40601, or send by fax to (502)564-6683. Forms may be submitted anonymously, if preferred. However, employees are advised that
it is illegal for employers to take any action against employees in reprisal for exercising their rights to report safety issues.

SECTION 1: EMPLOYEE INFORMATION

|LAST NAME FIRST NAME MI JOB TITLE
|PHONE EMAIL DEPARTMENT
IDISTRICT DIVISION/FACILITY/LOCATION

SECTION 2: SAFETY RISK/NEAR MISS DESCRIPTION (Be specific. Include date, time, and location.)

Has this matter been reported to your supervisor? [ | Yes [_] No

SECTION 3: SUGGESTED SAFETY IMPROVEMENTS (Describe how you believe this safety risk/near miss could be eliminated.)

FOR KYTC USE ONLY
IDATE RECEIVED COMMENTS DATE CLOSED
] Corrective Action
Safety Risk
D Y |:| Yes
[ | Near Miss |:| No
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