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Working Safely Is What
Builds Our Company

SAFETY AND HAZARDOUS MATERIALS PROGRAM

RITSEMA ASSOCIATES / SAFETY DIRECTOR
1.
2.
3.
4.
5.
6.
7.

Promote safe work practices and programs.
Maintain safety awareness.
Conduct regular jobsite safety and health inspections.
Review and record all safety reports and records.
Maintain Hazard Communications information records.
Record weekly Tool Box Talks Sheets
Alert foreman/lead person to any possible unsafe conditions and work out a plan of
action to remedy it.
8. Provide all necessary equipment to do the job safely.
9. Complete accident investigation reports as soon as possible and follow up with
foreman and employees on the job site.
10. Train, certify, and educate employees in MIOSHA standards and regulations.
11. To lead with respect and consistency willing to learn from others.
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SUPERINTENDENTS
1. Maintain a positive and workable attitude with Generals and employees regarding
safety.
2. Be aware of all safety regulations including state, company, contractors and Ritsema
Associates company policy
3. Take corrective action to keep job site safe.
4. Be able to identify potential hazards and identify methods to control or eliminate the
hazards.
5. Ensure employees have the safety and health training to do their work.

FOREMAN/LEAD PERSON
1. Perform job site safety inspections.
2. Be aware of all safety regulations, including state, company, contractors, and
Ritsema Associates company policy.
3. Hold weekly tool box safety meetings.
4. Take corrective action to keep job site safe.
5. Be alert for hazardous materials and use proper warning signs and equipment.
6. Report to the Safety Director and Superintendent any near misses and/or accidents.
Reporting of hazards and injuries will be without fear of reprimand.

EMPLOYEE
1. Employees are encouraged and invited to have a part in all safety inspections with
the Safety Director and Foreman/Lead person.
2. Suggestions for improvement, change, or ways to improve a process are provided on
the weekly Tool Box Talks sheet employees sign weekly.
3. Attendance of weekly tool box safety meetings.
4. Take personal responsibility for their work area as well as their surroundings.
5. Report to the Foreman/lead person any near misses and/or accidents. Reporting of
hazards and injuries will be without fear of reprimand.
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Management Commitment to Safety
The safety and health of our employees is Ritsema Associates first priority and is a vital part of
every operation. Without question, the safety and health of all employees, contractors, vendors
and the environment is every employee's responsibility. This responsibility is shared at all levels,
from entry level to the executive level.
We will maintain safety and health programs conforming to the best practices of our industry.
To be successful, such programs must embody the proper attitudes toward injury and illness
prevention on the part of managers, supervisors and employees. It also requires cooperation in
all safety and health matters, not only between management and employees, but also between
employees and their co-workers. Only through such a cooperative effort can an effective safety
and health program be established and preserved.
Management accepts responsibility for providing a safe working environment and providing
employees with the equipment and training needed to maintain a safe and healthy workplace.
Employees are expected to take responsibility for performing work in accordance with our safe
standards and practices. Safety and health will only be achieved through teamwork. Everyone
must join together in promoting safety and health and taking every reasonable measure to assure
safe working conditions within the company and the environment. We do believe that ZERO
accidents and injuries are attainable.

Sincerely,

Jason
Thomas
Jason
Thomas
CEO / President
CEO / President

Wayne Munson
Wayne Munson
Vice President
Vice President

Bill
BillRitsema
Ritsema
CFO
/
Vice
CFO / VicePresident
President

Bryan Edwards
Bryan Edwards
Safety Director
Safety Director
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EMPLOYEE SAFETY COMMITMENT

Ritsema Associates is very serious about safety. We want you to also think seriously about it -both your own safety and the safety of others. Management’s commitment is to provide you with the
knowledge and equipment needed to maintain a safe and healthy work environment. Leadership,
visibility and resources are keys to our safety program. Management will take prompt and consistent
action in responding to safety and health issues.
Safety is the responsibility of every employee. No one needs to suffer an injury trying to get a job
done. When you see an unsafe condition, correct it yourself immediately or ask for help in getting it
corrected. No job needs to be done unsafely.
Safety is accomplished through effective communication, sincere desire, honest effort, common
sense and support by everyone. Merely talking about safety does not prevent accidents.
Study and be familiar with the material in this Safety and Hazardous Material Program. Refer to
this material and to your Superintendent or jobsite Foreman before starting any task that may be
unfamiliar to you. Be aware of other nearby activities that may create hazards to you or which may
affect your work.
Compliance to the Safety Rules and Regulations under the Federal Occupational Safety and
Health Act of 1970 and all MIOSHA regulations are mandatory.
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SAFETY RULES
(General)

1. Keep your mind on your work at all times. No misbehavior or inappropriate conduct
on the job. Injury, termination, or both, can be the result.
2. Personal safety equipment must be worn as prescribed for each job, such as: safety
glasses for eye protection; hard hats at all times according to OSHA guidelines and
regulations, gloves when handling materials; and safety shoes are to be worn for
protection against foot injuries according to OSHA regulations.
3. Keep your shirt on to prevent sunburn and to protect against acid burns, steam
burns, weld splatter and cuts. Minimum clothing for the upper body is a T-shirt with a
minimum sleeve length of 4”. Work pants are to be worn at all times. Shorts are not
permitted.
4. If any part of your body should come in contact with an acid or caustic substance,
rush to the nearest water source available and flush the affected area. Secure
medical aid immediately.
5. Watch where you are walking. DO NOT RUN.
6. The use of illegal drugs, alcohol, or being under the influence of such on a job site,
shall be cause for termination. If strong prescription drugs are prescribed for you
that warn against driving or using machinery, let your supervisor know.
7. Do not distract the attention of fellow workers. To do so may cause injury.
8. Sanitation facilities have been or will be provided for your use. Defacing or
damaging these facilities is prohibited.
9. A good job is a clean job, and a clean job is a safe one. Keep your working area free
from rubbish and debris.
10. Do not use a compressor to blow dust or dirt from your clothes, hair, face or hands.
11. Never work aloft if you are afraid to do so, are subject to dizzy spells, or if you are
apt to be nervous or sick.
12. Never move an injured person unless the area they are in has potential for additional
injury or is life threatening. Further injury may result. Keep the injured as
comfortable as possible, and utilize job site first-aid facilities until medical assistance
arrives.
13. Know where fire-fighting equipment is located and learn how to use it properly.
14. Learn to lift correctly – with the legs, not the back. If the load is too heavy – GET
HELP. Many construction related injuries result from lifting materials incorrectly.
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15. Riding on loads, fenders, forks, hoods, running boards, sideboards, and gates or with
your legs dangling over the ends or sides of vehicles is prohibited.
16. Do not use power tools and equipment until you have been properly instructed on
safe work methods and become authorized to use them. Always unplug power tools
before performing any type of service or cleaning.
17. Tools shall be used only as prescribed by the manufacture. Employees must follow
all instructions and warnings provided with tools.
18. Be sure that all guards are in place. Do not remove, displace, damage or destroy
any safety device, safeguard furnished or provided for use on the job, or interfere
with the use thereof.
19. Do not enter an area, which has been roped off or barricaded. Do not enter a
confined space unless properly authorized to do so.
20. If you must work around power shovels, cranes, trucks, and dozers, make sure
operators can always see you.
21. Never oil, lubricate or fuel equipment while it is running or in motion.
22. Rope off or barricade danger areas. Guard rails, flags, signage, or perimeter cables
may be required.
23. Keep away from the edge of cuts, embankments, trenches, holes and/or pits.
24. Trenches over 5 feet in depth must be shored or sloped as required. Keep out of
trenches or cuts that have not been properly sloped or shored. Excavated or other
material shall not be stored nearer than 3 feet from the edge of any excavation site.
25. Use the “four and one” rule when using a ladder. One foot of base for every four feet
of height.
26. Always secure the bottom of a ladder with cleats and/or safety feet. Secure the top
of the ladder to avoid shifting. Ladders must extend no less than 3 feet above a
landing for proper use.
27. A stepladder should never be used as a straight ladder.
28. Defective ladders must be properly tagged and removed from service.
29. Keep ladder bases free of debris, hoses, wires, and material, etc.
30. Build scaffolds according to manufacturers’ recommendations.
31. Scaffold planks must be cleated or secured to prevent them from sliding and shifting.
32. Only use extension cords of the three-prong type. Check the electrical grounding
system daily. Use GFI’s at all times in moist atmospheres and when using tools out
of doors. Unless a GFI outlet is provided, always use a portable one at the outlet in
all other circumstances.
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33. The use of safety harnesses with safety lines when working from unprotected high
places is mandatory. Always keep your line as tight as possible. Safety harnesses
are required in all aerial boom lifts.
34. Never throw anything “overboard”. Someone passing below may be seriously
injured.
35. Open fires are prohibited.
36. Know what emergency procedures have been established for your job site, (i.e.,
Location of Emergency Phone, First aid Kit, Stretcher, Fire Extinguishers, Evacuation
Plan, Etc.)

Safety Rules (general)
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EMERGENCY ACTION PLAN

Reference Standard
Occupational Safety and Health Administration Subpart E, Emergency Action Plans:
29 CFR 1910.38
Purpose
This procedure establishes minimum procedures for responding to various emergencies in our
facility.
Scope
This procedure applies to all of our company employees, all contractors and vendors performing
work on company property, and all other individuals who are visiting or have business with our
company.
Responsibilities
Management is responsible for plan development and periodic review of this plan. Management is
also responsible for appropriate employee training.
Management and supervisors are responsible for enforcement of this program.
Employees shall comply with all procedures outlined in this policy.
Contractors and vendors shall comply with all procedures outlined in this policy.

Definitions
911 Notification System: Method that is used by our facility to call outside emergency
services (police, fire, EMS)
Contractor: A non-company employee being paid to perform work in our facility.
Defensive Action: Response to a chemical spill or release that does not require personal
protective equipment or hazardous material response training. Examples are: closing an open
valve, placing absorbent material in front of a running spill or closing a door.
Emergency: An unplanned event that could jeopardize the safety of people or property in our
facility. An emergency can originate on our site or off-site: either can impact the people and
property within our facility.
Emergency Coordinator: A staff member who is responsible for decision making during the
initial phase of an emergency (generally this stage is defined by: discovery, activating the alarm,
evacuation, employee accounting, initial response by off-site emergency services, etc.) An
Emergency Coordinator will be assigned whenever the facility is operating.
Evacuation Location: The location that employees, visitors and contractors report to following
an evacuation.
Vendor: A non-company employee being paid to perform a service in our facility.
Visitor/Contractor Log: A written log maintained at the entrance for visitors, contractors and
vendors. Each non-employee is required to sign-in upon entering our facility and sign-out when
leaving.

Emergency Action Plan
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Overview
All actions taken during an emergency will serve to protect the life and safety of employees,
contractors, visitors and our facility neighbors. To the extent possible, we will minimize damage
to property and the environment. Our emergency response activity will never knowingly
jeopardize the safety of any individual.
Evacuation Routes and Maps
All evacuation exit routes are permanent and are maintained as accessible and passable at all
times. Evacuation maps are posted at various locations throughout our facility. These maps reflect
the location of the evacuation routes, exits and evacuation destination locations. Appendix A
contains copies of these maps.
Accounting for Personnel
Employee roster sheets will be used for personnel accounting following an evacuation.
Supervisors or designees will be responsible for using the roster sheets to accomplish a head
count immediately following evacuation. Visitor, Contractor and Vender Logs will be used to
account for individuals in these groups.
Individuals who have disabilities that may impair their ability to evacuate will be encouraged to
discuss the issue with Human Resources or another member of management. Necessary
arrangements will be made confidentially to assist with evacuation.
Contractors, Vendors and Visitors
Contractors, vendors and visitors should evacuate to the outdoor area adjacent to the door
through which they entered and signed the Visitor/Contractor Log. The receptionist or an
alternate will perform the head count. During severe weather evacuations contractors, vendors
and visitors should evacuate to the Shelter area assigned to their host.
Emergency Alarm System and Emergency Services Notification
In the event of an emergency the following methods can be used to communicate:
 Word of mouth
 The paging system (if facility is so equipped)
 Air horn
911 Notification System: Outside emergency services (police, fire, EMS) will be contacted as
follows: The main jobsite trailer has this posted.
Fire Emergency
Employees discovering a fire will take the following action:
1. Alert others in the area who are at risk and notify a member of management who will initiate
the 911 Notification System
2. Initiate the fire alarm procedure
3. Turn off involved equipment
4. Consider using a fire extinguisher, if trained and authorized to do so
5. Evacuate
Upon being alerted of a fire evacuation, all employees, visitors, contractors and vendors will:
1. Turn off equipment (if safe to do so)
2. Walk in an orderly and quiet manner to the exit closest to you not blocked by fire, smoke or
other hazards and exit the building
3. Do not delay evacuation or re-enter hazardous areas to retrieve personal possessions such
as keys, coats purses, or lunches
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4. Report to designated fire Evacuation Location for head count. See Appendix B for
Evacuation Locations
5. Stay together with their assigned group until further instructions are given
6. The facility will not be reoccupied until approved by the fire department
Note: The supervisor or other designated employee will be the last to exit the department.
She/he will check lavatories and other cut-off rooms to assure evacuation and will close doors
upon leaving.
Medical Emergency
In the event of a medical emergency the following actions will be taken:
1. Notify a member of management who will initiate the 911 Notification System Evaluate
scene safety-if there is any concern all personnel should stay at a safe distance
2. Do not move the ill/injured person (unless she/he is in danger from their surroundings)
3. Avoid all contact with blood and other bodily fluids (never attempt to provide first aid unless
you are trained and equipped to do so)
4. A calm employee may stay with the ill/injured person to provide comfort
5. The supervisor will assign at least two employees to wait for the EMS responders at the
parking lot entrance and guide the responders to the scene of the emergency
6. All uninvolved personnel should clear the area
7. If there has been any blood or bodily fluid release, trained personnel will clean and sanitize
the area after the emergency phase has concluded
Severe Weather
A weather alert radio is monitored in our facility at all times. In the event that a warning is issued for
our facility or remote job sites, the following actions will be taken:
1. Turn off equipment (if safe to do so)
2. Walk in an orderly and quiet manner to the designated severe weather Evacuation Location.
2.1.
On remote job sites, these locations will be established at each location.
3. A head count will be conducted to account for all personnel
4. When the severe weather warning expires personnel will be released from the shelter
Note: Refer to page 79 “Severe Weather Emergencies” located in this program for more detailed
procedures during severe weather emergencies.
Hazardous Chemical Spill or Release
Hazardous chemical spills or releases can be recognized visually by seeing evidence of a chemical
escaping from its’ normal containment or by detecting an unusual odor. If a chemical spill is
suspected all personnel will do the following:
1. Alert others in the area who are at risk and notify a member of management who will initiate
the 911 Notification System
2. Turn off equipment (if safe to do so)
3. Walk in an orderly and quiet manner to the exit closest to you not blocked by the chemical
release
4. Report to designated fire Evacuation Location for head count. See Appendix B for
Evacuation Locations
5. The Emergency Coordinator or another member of management will observe the wind
direction if applicable and determine the best shelter area for evacuated personnel
6. Stay together with their assigned group until further instructions are given
7. The facility will not be reoccupied until approved by the fire department
No employee will take any action other than defensive actions to attempt to control a hazardous
chemical spill or release unless s/he has been trained and equipped to respond.

Emergency Action Plan

6

Electrical Utility Failure
In the event of an electrical failure the following procedure will be followed:
1. If the failure is in a partial area of the facility notify a supervisor or member of management
2. Turn off equipment using normal controls
3. Expect sudden equipment restart-stay away from the point of operation and other moving
surfaces
4. Do not attempt to move around dark areas-supervisors will use flashlights to guide
employees to a safe area to wait for power restoration
5. After power is restored follow supervisor’s directions for equipment restart
Workplace Violence
Workplace violence will be handled as follows:
1. Any employee who witnesses a violent act, threat of violence or is otherwise concerned
should report it to a member of management
2. If immediate action is necessary, s/he will:
- advise personnel most at risk to take shelter behind closed doors or to evacuate to
other areas of the facility
- contact emergency services or delegate another person to do so
- notify the Emergency Coordinator who will evaluate the situation, meet the police,
expand the evacuation and coordinate a head count
3. If immediate action is not deemed necessary, the member of management will notify the
Emergency Coordinator of the incident. The Emergency Coordinator will begin an immediate
investigation and evaluate the threat to personnel.
Emergency Duties
Emergency Coordinator
1. Verify that necessary Emergency Services have been notified
2. Coordinate the employee accounting procedure in the case of evacuation emergency
3. Meet responding Emergency Service units and:
- issue a situation report
- keep in contact to provide needed information
- advise them of evacuation status (during evacuation emergencies)
4. Issue updated instructions to personnel as necessary taking into account comfort of
evacuees, duration of the evacuation, time of day, etc.
5. Coordinate incidents of workplace violence
Supervisors
1. Assist with responding to all emergencies and communicate emergency instructions to
employees
2. Communicate facts surrounding an emergency occurring in their area to the Emergency
Coordinator
3. Develop plans to assist employees with disabilities to evacuate safely
4. Verify all employees are evacuated before leaving
5. Perform the head count procedure to account for all employees and communicate missing
personnel to the Emergency Coordinator
6. Be the initial contact and coordinator for incidents involving workplace violence
Critical Operations Duties
Employees who are required to remain behind during evacuation, or who are assigned special
response duties, will be fully trained and equipped to ensure their safety and readiness.
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Training
At a minimum, training will be conducted:
Upon hire
When any changes to this plan are made
When employee duties change
Periodically to ensure skills and knowledge are up to date
Training will consist of:
1.
2.
3.
4.
5.

Methods of alerting employees of an emergency
Employee duties upon discovering an emergency
Evacuation routes and Evacuation Locations
Procedures to be followed upon notification of emergency
Special Critical Operations duties assigned to employees

Emergency Action Plan
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WORKPLACE VIOLENCE AND MISCONDUCT

1. PURPOSE
1.1. To establish and maintain a workplace free from threat or intimidation which may
lead to violence.
2. DEFINITIONS
2.1. Workplace: Any location, either permanent or temporary, where an employee
performs any work-related duty. This includes, but is not limited to, the buildings
and the surrounding perimeters, including parking lots, field locations, alternate
work locations, and travel to and from work assignments.
2.2. Workplace Violence: Any physical assault, threatening behavior or verbal abuse
occurring in the workplace by employees or third parties. It includes, but is not
limited to, beating, stabbing, shooting, rape, psychological trauma such as
threats, obscene phone calls, an intimidating presence, and harassment of any
nature such as stalking, shouting or swearing.
3. PROHIBITED ACTIONS AND/OR CONDUCT
3.1. Injuring another person physically;
3.2. Engaging in behavior that creates a reasonable fear of injury to another person;
3.3. Engaging in behavior that subjects another individual to extreme emotional
distress;
3.4. Possessing, brandishing, or using a weapon that is not required by the
individual’s position while on state premises or engaged in state business;
3.5. Intentionally damaging property;
3.6. Threatening to injure an individual or to damage property;
3.7. Committing injurious acts motivated by, or related to, domestic violence or
sexual harassment; and
3.8. Retaliating against any employee who, in good faith, reports a violation of this
policy.
4. POLICY VIOLATIONS
4.1. Employees violating this policy will be subject to disciplinary action under the
policy of “Discipline”.
4.2. Violent acts of employees occurring outside the workplace also may be grounds
for disciplinary action, up to and including termination.
5. REPORTING
5.1. All employees that are subject to or witness any behavior covered in this policy
must report it directly to the Safety Director.

Workplace Violence & Misconduct

9

SUBSTANCE ABUSE

1. INTRODUCTION
1.1. Ritsema Associates believes that the abuse of alcohol and use of illegal drugs
are harmful to the employee, workplace and society. The unlawful manufacture,
distribution, dispensation, possession, use or sale of illegal drugs or alcohol on
company premises or while conducting company business is prohibited.
1.2. Being under the influence of illegal drugs or alcohol on company premises or
while conducting company business is also prohibited, since this unnecessarily
endangers the health and safety of not only yourself, but your fellow employees
as well.
1.3. Because of the safety sensitivity required in our work environment and those we
are exposed to on a daily basis, Ritsema Associates is taking every measure to
protect our employees and those we partner with. Ritsema Associates does not
recognize “medical marijuana” under Michigan state law to be a valid medical
explanation for any employee’s positive drug test.

2. PRE-EMPLOYMENT
2.1. To be eligible for hire with Ritsema Associates, a potential employee must pass
a minimum of a 10-panel Drug screen and a Breath Alcohol Test, conducted at a
company-approved facility.
2.2. Any positive result in a pre-employment drug screen/breath alcohol test of an
applicant will result in that applicant not being eligible for employment at
Ritsema Associates.

3. POST-ACCIDENT/INJURY
3.1. All employees who suffer or are involved in a work-related injury/accident that
requires medical attention, or results in property damage, must take a minimum
of a 10-panel Drug Screen and a Breath Alcohol test, conducted at a companyapproved facility.
3.2. Any employee involved in or causing an injury to another worker will be sent in
for a minimum 10-panel Drug Screen and a Breath Alcohol test conducted at a
company approved facility.
4. RANDOM
4.1. All employees are subject to random drug and alcohol screening in an effort to
fulfill our company responsibility to provide a drug and alcohol free work place.

Substance Abuse
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4.2. All employees who are selected to participate in a random drug and alcohol test
must take a minimum of a 10-panel Drug Screen and a Breath Alcohol test,
conducted at a company-approved facility.
4.3. These tests must be done within an appropriate time for the employee to drive
or be driven to a testing facility. This time will be specified to the employee.
Failure to be tested within that allotted time will result in immediate termination
of employment.

5. REASONABLE SUSPICION
5.1. Any employee whose behavior becomes suspicious as to the possibility of being
under the influence of illegal or illicit drugs, and / or alcohol while working, is
subject to being removed from a work environment and tested for drugs and
alcohol use. This is to be investigated and handled only by a Superintendent,
Manager, or Safety Director.

6. POSITIVE RESULTS
6.1 Any employee who tests positive for either a drug and/or a breath alcohol test will be
removed or not allowed to return to a jobsite and placed on suspension until further
notice.
7. If Ritsema Associates should wish to extend a “Last Chance Agreement” to the
employee, then the following shall take place:
7.1. “Last Chance Agreement” is to be written to specific employee and specific
infraction(s) at hand.
7.2. A “Last Chance Agreement” meeting is to be conducted with employee, in
which, the employee will decide whether he/she will accept the terms of the
“Last Chance Agreement”.
7.2.1. If the employee does not wish to accept the terms of the agreement, then
the employee is to be terminated immediately.
7.2.2. If the employee should accept the terms of the “Last Chance Agreement”,
then the employee will continue to be on suspension until the terms of the
“Last Chance Agreement” are met and a negative drug screen is provided
to the company Safety Director.
7.2.3. Once a negative drug screen is provided to the company Safety Director,
and the terms of the “Last Chance Agreement” are met, the employee may
return to work under the terms of the “Last Chance Agreement”.
7.2.4. Any positive drug and/or breath alcohol test after an employee has
completed the “Last Chance Agreement” will result in immediate
termination.
8. REFUSAL
8.1. Any employee that refuses to undergo a drug screen, when requested to do so
by a Ritsema Associates supervisor, shall result in that employee’s immediate
termination.

Substance Abuse
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SAFETY DISCIPLINE

1. WRITTEN WARNINGS
1.1. Employees who are observed working in a manner in violation of any
MIOSHA/OSHA, General Contractor/Manager, and/or Ritsema Associates
safety standard, rule, or policy, will receive a “written verbal warning” concerning
the violation, as well as appropriate training concerning the violation.

2. WRITE UP
2.1. Employees who have received a “Written Warning” and are again involved in the
same or similar violations, will receive a formal “write up” that will include a
meeting with Superintendent, Foreman and/or Company Safety Director.
2.2. The purpose of the meeting is to communicate clearly that the actions involved
with the violation needs to stop immediately, and that any future observations or
consequences of reoccurrence will result in the next step of disciplinary action.

3. 3 DAY SUSPENSION AND PROBATION
3.1. Employees who have received a “Write Up” and are again involved in the same
or similar violations, will receive another “Write Up” and will be placed on
suspension for three (3) consecutive days without pay. This will include a
meeting with Superintendent, Foreman and/or Company Safety Director.
3.2. The purpose of the meeting is to communicate clearly that the actions involved
with the violation needs to stop immediately, and that any future observations or
consequences of reoccurrence will result in the next step of disciplinary action.
3.3. Employees who are placed on suspension for safety related violations, will also
be placed on a Safety PROBATION for 1 year.
3.4. ANY violation of ANY safety policy, standard will result in the next step of
disciplinary action.

4. 1 WEEK SUSPENSION AND/OR TERMINATION
4.1. Employees who have received a “Write Up” including suspension, and are again
involved in the same or similar violations, will be suspended for 1 week without
pay, and/or terminated.
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4.2. A meeting will be held with Superintendent, Foreman and/or Safety Director to
determine if employee is to be suspended or terminated. If suspended, then a
final meeting will be held with the employee outlining the final consequences.
4.3. Employees who are placed on a 1-week suspension for safety related violations,
will also be placed on a Safety PROBATION for 3 years.
5. TERMINATION
5.1. Employees who have received 1-week suspension and have been placed on
Safety Probation for 3 years and are again involved in a safety related violation
of any safety policy, will be terminated immediately.
6. SITUATIONAL
6.1. Situations that may be unusual or severe in nature, could warrant immediate
suspension and/or termination.
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JOB SAFETY TRAINING

1. SAFETY ORIENTATION TRAINING
1.1. All Ritsema Associate employees are required to go through a Safety Orientation
Training before being allowed to work on any construction site. This Safety
Orientation training will address the most common safety hazards found on a
construction site. Further training will be done as needed as new potentially
hazardous conditions are discovered on a construction site.

2. JOB SAFETY TRAINING
2.1. Each employee is to receive a copy of our Safety Program and expected to follow
the rules and direction given in it. Safety Rules are to be observed by all
employees at all times.

2.2. Each Branch office of Ritsema Associates will ensure that all of its employees are
reading and signing the weekly topic of the Toolbox Talks training program for the
current year.

2.3. Any employee involved in an injury will be re-trained in all areas that apply to the
injury at hand.

2.4. Any employee that is found to be in violation of any of Ritsema Associates Safety
Rules or MIOSHA/OSHA standards; is to be retrained immediately in the area of
violation.

2.5. Each Branch office of Ritsema Associates will be required to have all foreman
trained in the following:
2.5.1. OSHA 10 Hour Certification
2.5.2. First Aid CPR Certification (must be renewed every 3 years)

2.6. Employees MUST at all times, carry proof (card) of completed trainings while
working on any construction site.
2.6.1. Aerial Lift, Forklift Rough Terrain Vehicle card
2.6.2. Powder-Actuated Tool (HILTI) card
2.6.3. Respirator Training card
2.6.4. OSHA 10-30 hour card (recommended)
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3. SITE SPECIFIC SAFETY TRAINING
3.1. Foreman, or a person designated by the foreman, are required to fill out a “Job
Site Safety Check List” weekly to help locate and abate any potential safety
hazards.
3.2. If there is a NEW potential hazard on a job site, it shall be inspected by the Safety
Director, Superintendent, and Foreman to identify:
3.2.1. What the hazard is
3.2.2. Injury severity potential
3.2.3. Probability of an accident to occur
3.3. The Safety Director will appraise the skill and knowledge of all exposed workers.

3.4. Appropriate training will be given.
3.4.1. Hazards will be pointed out
3.4.2. Necessary precautions will be explained.
3.4.3. The greater the hazard, the more detailed the training will be.
3.5. Records will be maintained for all trainings with descriptions of topics covered and
names of workers in attendance of trainings.
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_____________________________________________________________________________________

PERSONAL PROTECTIVE EQUIPMENT

1. HEAD PROTECTION
1.1.
1.2.

1.3.

1.4.
1.5.

Head protection (hard hats) will be provided to all employees by Ritsema at no
cost to the employee.
Head protection will be worn at all times while working when there are potentials
of falling objects, overhead obstructions, or mandated by the controlling
contractor on site.
Hard hats should be inspected daily for damage or defects. If found to be
damaged, defected, or has sustained a heavy impact, discard and request a new
one from your supervisor.
Hard hats that have been physically altered, painted, or damaged shall not be
worn.
An employee shall not physically alter a hard hat.

2. FOOT PROTECTION
2.1.

2.2.

Protective footwear shall be worn to protect from falling or rolling objects,
chemicals, piecing the sole, or near an electrical hazard. Athletic or canvas-type
shoes shall not be worn.
Use steel-toe shoes whenever there is potential of falling or rolling objects that
could cause injury or when mandated by the controlling contractor on site.

3. EYE & FACE PROTECTION
3.1.
3.2.
3.3.
3.4.
3.5.

Eye and face protection will be provided to all employees by Ritsema at no cost
to the employee
Eye protection will be worn when there are potential hazards from flying objects
or particles, chemicals, arcing, glare, or dust.
Eye protection will be worn 100% of the time if mandated by the controlling
contractor.
If wearing personal prescription safety glasses, they must have side shields.
Face shields plus safety glasses shall be worn for serious hazards.

4. HAND & BODY PROTECTION
4.1.

4.2.

Employees that handle rough, sharp-edged, abrasive materials, or whose work
subjects the hands to lacerations, punctures, or burns, shall wear hand protection
of a type suitable for the work being performed.
At minimum, a t-shirt with 4” sleeves shall be worn at all times.
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4.3.

Long pants shall be worn at all times. Shorts shall not be permitted on any job
site.

5. PERSONAL FALL PROTECTION
5.1.
5.2.
5.3.
5.4.

Personal fall protection shall consist of a harness, lanyard and an at minimum
5000 lb. anchor.
Harness, lanyard, and portable anchors shall be provided to employees by
Ritsema at no cost to the employee.
Fall protection is required 100% when there is a potential of a fall 6 feet or
greater and when operating an aerial or boom style lift.
Fall protection equipment shall be inspected daily before each use to insure that
there are no defects or deformities.

6. WELDING
6.1.
Helmets or hand shields shall be used during all welding or cutting operations.
6.1.1. Helpers or attendants shall also be provided with proper eye protection.
6.2.
6.3.

6.4.
6.5.
6.6.

Goggles or other suitable eye protection shall be used during all gas welding or
oxygen cutting operations.
Helmets and hand shields shall be made of a material which is an insulator for
heat and electricity. Helmets, shields and goggles shall be not readily
flammable and shall be capable of withstanding sterilization.
Helmets and hand shields shall be arranged to protect the face, neck and ears
from direct radiant energy from the arc.
Lenses shall bear some permanent distinctive marking by which the source
and shade may be readily identified.
The following is a guide for the selection of the proper shade numbers.
These recommendations may be varied to suit the individual's needs.

Welding Operation

Shade No.

Welding Operation

Shade No.

Shielded metal-arc welding
1/16-,3/32-,1/8-,5/32-inch electrodes:

10

Gas-shielded arc welding (nonferrous)
1/16-,3/32-,1/8-,5/32-inch electrodes:

11

Gas-shielded arc welding (ferrous)
1/16-3/32-1/8-5/32-inch electrodes:

12

Shielded metal-arc welding:
3/16-7/32-1/4-inch electrodes:

12

Shielded metal-arc welding
5/16-3/8-inch electrodes:

Atomic hydrogen welding:
14

Carbon arc welding:

14

Soldering:

10-14
2

Torch brazing:

3 or 4

Light cutting, up to 1 inch:

3 or 4

Medium cutting, 1 inch and over:

4 or 5

Heavy cutting, 6 inches and over:

5 or 6

Gas welding (light) up to 1/8 inch

4 or 5

Gas welding (medium) 1/8 to 1/2 inch:

5 or 6

Gas welding (heavy) 1/2 inch and over:

6 or 8
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6.7.

Protective clothing. General requirements. Supervisors will ensure that
employees exposed to the hazards created by welding, cutting, or
brazing operations be protected by personal protective equipment in accordance
with the requirements of 29 CFR 1910.132 (Personal Protective Equipment,
General Requirements). Appropriate protective clothing required for any
welding operation will vary with the size, nature and location of the work to
be performed.

6.8.

Proper ventilation shall be established and monitored during any welding
operation to govern the amount of contamination to which welders may be
exposed.
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VOLUNTARY RESPIRATORY PROTECTION PROGRAM

1.

INTRODUCTION

It is Ritsema Associates policy to provide its employees with a safe and healthy work environment.
The primary objective of this program is to prevent atmospheric contamination and limit the
exposure to its employees of occupational diseases caused by breathing air contaminated with
dusts, fogs, fumes, mists, gases, smokes, sprays or vapors as far as feasible by accepted
engineering control measures (for example, enclosure or confinement of the operation, general
and local ventilation, and substitution of less toxic materials). When effective engineering controls
are not feasible, or while they are being instituted, appropriate respirators may need to be used
following the guidelines set forth in this section.

2.

SCOPE

The policies and procedures in this program apply to all Ritsema Associates employees who will
be engaging in work activities in areas that require some form of respirator use. The practices
and procedures described here constitute the respiratory protection program under which
respirators are effectively utilized.

3.

RESPONSIBILITY AND USE
3.1.

Ritsema Associates’ Safety Director is the respirator program administrator. The
Safety Director shall be responsible for:

3.1.1.
3.1.2.
3.1.3.
3.1.4.
3.1.5.
3.2.

Implementing training and instruction programs.
Ensuring that medical evaluations and procedures are implemented.
Schedule/administer a fit test prior to an employee’s use of a respirator.
Selection and provision of appropriate respirators.
Ensuring the availability of appropriate respirators and accessories.

Superintendents and Foreman are responsible for ensuring that the Respiratory
Protection Program is implemented and followed in the field. Their duties include:

3.2.1.
3.2.2.
3.2.3.
3.2.4.

Being aware of tasks that require the use of respiratory protection.
Exposure monitoring to quantify potential hazardous exposures.
Ensuring the availability of appropriate respirators and accessories on site.
Ensuring that employees under their supervision have received appropriate
training, fit testing, and annual medical evaluations.
3.2.5. Identify respiratory hazards and enforce proper use of respiratory protection
when necessary.
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3.2.6. Ensuring that respirators are properly cleaned, maintained and stored according
to the Respiratory Procedures Guide.
3.3.

Each employee has the responsibility to wear his or her respirator when and where
required and in the manner in which they were trained and:

3.3.1. Care for and maintain their respirators as instructed, and store them in a clean
sanitary location.
3.3.2. Inspect and test respirator prior to each use to ensure proper function.
3.3.3. Notify the Foreman if the respirator no longer functions correctly or if it no longer
fits well, and request a new one.
3.3.4. Inform the Foreman or Safety Director of any respiratory hazards that they feel
are not adequately addressed in the work place and of any other concerns that
they have regarding the program.

4.

3.4.

Employees are not permitted to wear tight-fitting respirators if they have any
condition such as facial scars, facial hair, or missing dentures that prevent them from
achieving a good seal.

3.5.

Employees shall not wear a respirator into atmospheres containing contaminants for
which a respirator is not designed to protect against. For example, a respirator
designed to filter dust particles will not protect you against gases, vapors, or very
small solid particles of fumes or smoke.

RESPIRATOR SELECTION
4.1.

The Safety Director will select respirators to be used on job sites, based on the
hazards to which workers are exposed. The Safety Director will conduct a hazard
evaluation for each operation, process, or work area that will include:

4.1.1. Identification and development of a list of hazardous substances used in the
workplace, by department, or work process.
4.1.2. Review of work processes to determine where potential exposures to these
hazardous substances may occur.
4.2.

5.

End of Service Life Indicators will be used. If there is no ESLI appropriate for the
respirator being used, the Safety Director will implement a change schedule for
canisters and cartridges that is based on objective information or data that will
ensure that canisters and cartridges are changed before the end of their service life.

RESPIRATOR USE
5.1.

Employees must use their respirators in accordance with the training they receive.

5.2.

Employees shall conduct user seal checks each time they wear their respirator,
using either the positive or negative pressure check specified in appendix B-1 of the
OSHA Respiratory Protection Standard.
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5.3.

Employees will be permitted to leave the work area to clean their respirator, change
filters or cartridges, replace parts, or to inspect their respirator if necessary.

5.4.

Respirators shall be used when conducting, but not limited to, any work activities in
which engineering and/or work practice controls are insufficient in bringing exposure
limits below permissible levels set forth by OSHA/MIOSHA.
(15 mg/m³ for inert nuisance dust particles)
(0.05 mg/m³ for respirable crystalline silica)

5.5.

Respirators shall be used while installing engineering controls to lower exposures of
air contaminates.

TABLE 1: VOLUNTARY AND REQUIRED RESPIRATOR USE
Respirator
*N95 Particulate Air Purifying
Respirator
N95 Particulate Air Purifying
Respirator
N95 Particulate Air Purifying
Respirator
N95 Particulate Air Purifying
Respirator
N95 Particulate Air Purifying
Respirator

Required OR Voluntary
Required
Recommended
Recommended
Required
**Voluntary

N95 Particulate Air Purifying
Respirator

Required

N95 Particulate Air Purifying
Respirator

Recommended

Task / Job Function
Hand sanding drywall topping mud
on ceilings
Hand sanding drywall topping mud
on walls
Hand sanding drywall topping mud
with adequate ventilation or use of
vacuum with HEPA filter
Dumping sprayed applied
fireproofing material into mixer
Misc. wood or metal working
(nuisance dust)
Using handheld grinder on
concrete, equipped with dust
collection device. Indoors ≥4hrs
Mixing Grout
Indoors ≥4hrs

*N95 Filtering facepiece or half mask elastomeric air purifying respirator
**Refer to “MIOSHA Appendix D” located at the end of this section

6.

MEDICAL EVALUATIONS
6.1.

The Safety Director will setup medical evaluations for employees who are required
to, or who are allowed to voluntarily wear respirators, to ensure that they are
medically able to do so.

6.2.

Follow up medical exams will be granted as found necessary by the doctor or
medical facility.

6.3.

All employees will be granted an opportunity to speak with the doctor or medical
facility about their medical evaluation if they request to do so.
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6.4.

After an employee has received clearance and begun to wear a respirator, additional
medical evaluations will be provided when:

6.4.1. The employee reports signs/symptoms related to their ability to use a respirator,
such as shortness of breath, dizziness, chest pains, or wheezing.
6.4.2. Doctor/medical facility or Foreman informs the Safety Director that the employee
needs to be re-evaluated.
6.4.3. Information from this program, including observations made during fit tests and
program evaluation indicates a need for re-evaluation.
6.4.4. A Change occurs in workplace conditions that may impose an additional
physiological burden on the employee.
7.

FIT TESTS
7.1.

The Safety Director is responsible for conducting or scheduling fit test for all
employees required to wear tight-fitting respirators.

7.2.

Fit test will be conducted:

7.2.1. Before employees are allowed to wear tight-fitting face piece respirators.
7.2.2. When there are changes in the employee’s physical condition that could affect
respiratory fit.
7.2.3. At least annually thereafter.
7.2.4. Using the make, model, and size of respirator that will be used.
7.2.5. Using OSHA approved fit test protocols.
8.

TRAINING
8.1.

Respirator training will be given to employees who will be required to, or who are
allowed to voluntarily wear a respirator.

8.2.

Training will be required for all employees before using a respirator and at least
annually thereafter.

8.3.

Retraining will be given when:

8.3.1. Changes in the workplace or the type of respirator used occur.
8.3.2. It becomes obvious by the employees’ knowledge or use of the respirator that the
employee has not retained the necessary understanding or skill.
8.3.3. Other situations arise in which retraining appears necessary.
9.

CLEANING, STORAGE, MAINTENANCE, REPAIRS AND CHANGE
SCHEDULES
9.1.
Cleaning
9.1.1. Respirators issued for exclusive use of one employee must be cleaned and
disinfected as often as necessary to be kept clean.
9.1.2. Respirators issued to more than one person must be cleaned and dis-infected
before being worn by different individuals.
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9.1.3. Respirators maintained for emergency use must be cleaned and dis-infected
after each use.
9.1.4. Respirators used in fit testing and training must be cleaned and dis-infected after
each use.
9.1.5. Procedures for cleaning respirators:
9.1.5.1.

9.1.5.2.

9.1.5.3.
9.1.5.4.

9.1.5.5.
9.1.5.6.
9.1.5.7.

Remove filters, cartridges, or canisters. Disassemble facepieces by
removing diaphragms, valve assemblies, hoses or other components
recommended by the manufacturer, removing and discarding or repairing
defective parts.
Wash components in warm (43⁰ C, 110⁰ F) water with a mild detergent
or with a cleaner recommended by the manufacturer. A stiff-bristled brush
may be used to remove dirt.
Rinse components in warm running water, then drain.
When the cleaner used does not contain a disinfecting agent,
respirator components should be immersed for 2 minutes in either a
solution made by adding 1 milliliter of laundry bleach to one liter of water,
an aqueous solution of iodine made by adding approximately 0.8 milliliters
of tincture of iodine/100 cc of 45 % alcohol to 1 liter of warm water, or
another cleanser of equivalent disinfectant quality when used as
recommended or approved by the manufacturer.
Components should be hand-dried with a clean lint-free cloth or air dried.
Reassemble facepiece, replacing filters, cartridges and canisters where
necessary.
Test the respirator to ensure that all components work properly.

9.2.
Storage
9.2.1. Respirators must be stored in a clean, dry place so as not to deform the
facepiece.
9.2.2. Respirators for general use will either be kept with the employee assigned to, or
in a clean, dry location in a gang box on site.
9.2.3. Emergency use respirators will be kept in gang boxes and marked as emergency
respirator.
9.3.
Maintenance of Respirators
9.3.1. Respirators for routine use must be inspected before each use during cleaning.
9.3.2. Emergency use respirators must be inspected at least monthly and as
recommended by the manufacturer.
9.3.3. Emergency escape-only respirators must be inspected before being placed in
service.
9.3.4. Respirator inspections must include at least the following:
9.3.4.1.
A check of respirator function, tightness of connections, and the condition
of the facepiece, head straps, valves, connecting tubes, and cartridges,
canisters or filters.
9.3.4.2.
A check of elastomeric parts for pliability and signs of deterioration.
9.3.4.3.
For emergency use respirators, a certificate documenting the date,
signature of inspector, the required remedial action and serial number of
the respirator must be maintained.
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9.4.
Repairs
9.4.1. Repairs shall only be made by a qualified person only and only parts from the
respirator manufacturer that are NIOSH approved shall be used.
9.4.2. Repairs must be made according to the manufacturer’s recommendations.
9.4.3. Reducing and admission valves, regulators, and alarms must not be repaired
except by the manufacturer or a technician trained by the manufacturer.
9.5.
Change Schedules
9.5.1. Change schedules should be determined by the program administrator based on
exposure levels and time of exposure or the use of an ESLI.
10.

RECORDKEEPING
10.1.

A master copy of the Respiratory Protection Program, Procedures Guide, and
OSHA/MIOSHA Respiratory Standards, will be kept in the main office and be made
available for review upon employees’ request.

10.2.

The Safety Director will keep and maintain all copies of medical evaluations and fit
tests. Employees who wish to review their records will be able to do so upon request.

10.3.

The Safety Director will maintain copies of fit test results that show the employees’
names, type of fit test performed, specific make, model, style, and size of respirator
tested, date of test, the pass/fail results for qualitative fit tests or the fit factor and
strip chart recording or other recording of the fit test results for quantitative fit tests.

Appendix D
Information for Employees Using Respirators When Not Required Under the Standard (Mandatory)
Respirators are an effective method of protection against designated hazards when properly selected and
worn. Respirator use is encouraged, even when exposures are below the exposure limit, to provide an
additional level of comfort and protection for workers. However, if a respirator is used improperly or not
kept clean, the respirator itself can become a hazard to the worker. Sometimes, workers may wear
respirators to avoid exposures to hazards, even if the amount of hazardous substance does not exceed
the limits set by OSHA standards. If your employer provides respirators for your voluntary use, or if you
provide your own respirator, you need to take certain precautions to be sure that the respirator itself does
not present a hazard.
You should do the following:
1. Read and heed all instructions provided by the manufacturer on use, maintenance, cleaning and care,
and warnings regarding the respirators limitations.
2. Choose respirators certified for use to protect against the contaminant of concern. NIOSH, the National
Institute for Occupational Safety and Health of the U.S. Department of Health and Human Services,
certifies respirators. A label or statement of certification should appear on the respirator or respirator
packaging. It will tell you what the respirator is designed for and how much it will protect you.
3. Do not wear your respirator into atmospheres containing contaminants for which your respirator is not
designed to protect against. For example, a respirator designed to filter dust particles will not protect you
against gases, vapors, or very small solid particles of fumes or smoke.
4. Keep track of your respirator so that you do not mistakenly use someone else's respirator.
[63 FR 1152, Jan. 8, 1998; 63 FR 20098, April 23, 1998]
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FALL PROTECTION PROGRAM

1. PURPOSE & SCOPE
1.1. The purpose of this fall protection program is to establish guidelines to protect all
employees engaged in outdoor or indoor work activities that expose them to
potential falls from elevations.
1.2. The scope of this fall protection program includes all employees of Ritsema
Associates. In particular those staff engaged in work activities, which expose
them to falls from heights of 6 feet or more.
2. GOALS
2.1. The goal of this Fall Protection Program is to prevent the occurrence of falls
from elevations of 6 feet or higher. This goal will be accomplished through
effective education, engineering and administrative controls, use of fall
protection systems, and enforcement of the program. This fall protection
program will be continually improved upon to prevent all falls from occurring.
3. DEFINITIONS
3.1.

Authorized Person: A person approved or assigned by the employer to
perform a specific type of duty or duties or to be at a specific location or job site
(i.e., building maintenance, roof repair, etc.).

3.2.

Competent Person: A person capable of identifying existing and predictable
hazards in the surroundings or working conditions, which are hazardous or
dangerous to employees. A person who has the authorization to take prompt
corrective action to eliminate such hazards.

3.3.

Qualified Person: An individual, who by possession of a recognized degree,
certificate, or professional standing or who by extensive knowledge, training,
and experience, has successfully demonstrated his/her ability to solve or resolve
problems relating to the subject matter, work, or project.

3.4.

Anchor Point: A secure point of attachment for lifelines, lanyards, or
deceleration devices. An anchor point must be capable of supporting at least
5000 pounds per person and must be independent of any anchorage being used
to support or suspend platforms.

3.5.

Full Body Harness: Webbing/straps which are secured about an
employee’s body in a manner that will distribute the fall arrest forces over the
thighs, pelvis, waist, chest and shoulders. Having means for attaching it to other
components of a personal fall arrest system, preferably at the shoulders and/or
middle of the back.
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3.6.

Connector: A device which is used to couple (connect) parts of the
personal fall arrest system together.

3.7.

Deceleration Device: Any mechanism, such as a rope grab, rip-stitch
lanyard, a specially woven lanyard, tearing or deforming lanyard, automatic selfretracting lifeline/lanyard, etc., which serves to dissipate a substantial amount of
energy during a fall arrest.

3.8.

Deceleration Distance: The additional vertical distance a falling employee
travels excluding lifeline elongation and free fall distance, before stopping, from
the point at which the deceleration device begins to operate. It is measured as
the distance between the location of an employee’s body harness attachment
point at the moment of activation of the deceleration device during a fall, and the
location of that attachment point after the employee comes to a full stop.

3.9.

Free Fall: The act of falling before a personal fall arrest system begins to
apply force to arrest the fall.

3.10.
Free Fall Distance: The vertical displacement of the fall arrest attachment
point on the employee’s body harness between the onset of the fall and just
before the system begins to apply force to arrest the fall. Free fall distance must
not exceed 6 feet. This distance excludes deceleration distance and
lifeline/lanyard elongation distance.
3.11.
Total Fall Distance: The maximum vertical change in distance from the
bottom of an individual’s feet at the onset of a fall, to the position of the feet after
the fall is arrested. This includes the free fall distance and the deceleration
distance.
3.12.
Guardrail System: A barrier erected to prevent employees from falling to
lower levels. This system includes a toe-board, mid-rail and top-rail able to
withstand 200 pounds of force applied in any direction.
3.13.
Lanyard: A flexible line of rope or strap that has self-locking snaphook
connectors at each end for connecting to body harnesses, deceleration devices,
and anchor points.
3.14.
Leading Edge: The edge of a floor, roof, or other walking/working surface,
which changes location as additional floor, roof, etc., is placed or constructed. A
leading edge is considered an unprotected side or edge when not under active
construction.
3.15.
Lifeline: A component consisting of a flexible line for connection to an
anchorage at one end to hang vertically (vertical lifeline), or for connection to
anchorages at both ends to stretch horizontally (horizontal lifeline). This serves
as a means for connecting other components of a personal fall arrest system to
the anchorage.
3.16.
Low Slope Roof: A roof having a slope of less than or equal to 4 in 12
(vertical to horizontal). A roof with approximately a 19.5 degree slope or less.
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3.17.
Personal Fall Arrest System: A system used to arrest (catch) an
employee in a fall from a working level. It consists of an anchorage location,
connectors, a body harness, and may include a lanyard, deceleration device,
lifeline, or any combination of the before-mentioned items.
3.18.
Rope Grab: A deceleration device, which travels on a lifeline and
automatically, by friction, engages the lifeline and locks to arrest the fall of an
employee.
3.19.
Roof Work: The hoisting, storage, installation, repair, and removal of
materials or equipment on the roof.
3.20.
Safety Monitoring System: A safety system in which a competent person
is responsible for recognizing and warning employees of fall hazards. All other
fall protection systems must be deemed “infeasible” (through infeasibility
study/review) to select/use a safety monitoring system.
3.21.
Snaphook: A connector comprised of a hook-shaped member with a
closed keeper which may be opened to permit the hook to receive an object and
when released, automatically closes to retain the object. Snaphooks must be
self-closing with a self-locking keeper which remains closed and locked until
unlocked and pressed open for connection or disconnection, thus preventing the
opportunity for the object to “rollout” of the snaphook.
3.22.
Steep Slope Roof: A roof having a slope greater than 4 in 12 (vertical to
horizontal). A roof with a slope greater than 19.5 degrees.
3.23.
Toeboard: A low protective barrier that will prevent the fall of materials
and equipment to lower levels, usually 4 inches or greater in height. Unprotected
Sides and Edges: Any side or edge of a walking or working surface (e.g., floor,
roof, ramp, runway, etc.) where there is no guardrail at least 39 inches high.
3.24.
Warning Line System: A barrier erected on an elevated surface to warn
employees that they are approaching an unprotected side or edge, which
designates an area in which work can be conducted without the use of
guardrails, personal fall arrest systems, or safety nets to protect employees in
the area. This will be utilized on any elevated surface greater than 50 feet wide
and in conjunction with a safety monitor only where the other forms of fall
protection have been deemed infeasible to use.
4. FALL PROTECTION SYSTEMS (Types)
4.1. Guardrails
4.1.1. On all projects, only guardrails made from steel, wood, and wire rope will
be acceptable. Guard rails must include both top rails and mid rails both
of which must be able to support 200 lbs in any direction.
4.1.2. Guardrails shall be constructed with the top rail at 42” (+/- 3”) above the
walking/working surface.
4.1.3. Mid-rails shall be installed between the top edge of the guardrail system
and the walking/working surface.
4.1.4. A toe kick must be a minimum 3 ½” tall and shall be installed at the
bottom of the guardrail system.

Fall Protection

27

Revision 2017

4.1.5. When working on stilts near a guardrail system, the top edge height of the
top rail, or equivalent member, shall be increased an amount equal to the
height of the stilts
4.2. Personal fall arrest systems.
4.2.1. All employees on any project that will be required to wear a personal fall
arrest or restraint system, which includes a harness, lanyard, and anchor
rated for 5,000 lbs. The harness will be connected to the lanyard and the
lanyard to the anchor and the employee must follow these guidelines:
4.2.1.1.
A full body harness will be used at all times.
4.2.1.2.
Only shock absorbing lanyards or retractable lanyards are to be
used so as to keep impact forces at a minimum on the body.
4.2.1.3.
The employee will inspect all personal fall arrest equipment before
each use. Any deteriorated, bent, damaged, impacted, and/or
harness showing excessive wear will be removed from service.
4.2.1.4.
The maximum free fall distance is not to exceed 6 feet.
Consideration must be given to the total fall distance. The
following factors can affect total fall distance:
4.2.1.4.1. Length of connecting means (i.e., lanyard length, use of
carabiners, snaphooks, etc.)
4.2.1.4.2. Position and height of anchorage relative to work platform/area
(always keep above the head whenever possible).
4.2.1.4.3. Position of attachment and D-ring slide on the full body
harness.
4.2.1.4.4. Deployment of shock absorber (max. 42”).
4.2.1.4.5. Movement in the lifeline.
4.2.1.4.6. Initial position of worker before free fall occurs (i.e., sitting,
standing, etc.).
4.2.1.4.7. Anchor points (rated at 5000 pounds per person).
4.3. An articulating man lift provided with a restraint system and full body harness to
an anchor point below the waist (preferably at the floor level).
4.4. Warning Line System
4.4.1. All work on an elevated surface greater than 50 feet wide, which is
performed 15 feet or further back from the edge of the roof can be
completed by installing a Warning Line. Warning Lines will consist of the
following:
4.4.1.1.
Will be erected 15 feet from the edge of the roof.
4.4.1.2.
Be constructed of stationary posts made of wood or metal.
4.4.1.3.
Wire or nylon rope will be strung from post to post and be flagged
every six feet. Warning Line must be able to withstand 16 pounds
of force.
4.4.1.4.
The warning line will guard the entire perimeter of the roof where
work is being performed.
5. INSPECTIONS OF FALL PROTECTION
5.1. The following criteria will be utilized to maintain all equipment in good working
condition:
5.1.1. Full Body Harnesses
5.1.1.1.
Inspect before each use.
5.1.1.1.1. Closely examine all of the nylon webbing to ensure there are
no burn marks, which could weaken the material.
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5.1.1.1.2. Verify there are no torn, frayed or broken fibers, pulled
stitches, or frayed edges anywhere on the harness.
5.1.1.1.3. Examine the D-ring for excessive wear, pits, deterioration, or
cracks.
5.1.1.1.4. Verify that buckles are not deformed, cracked, and operate
correctly.
5.1.1.1.5. Check to see that each grommet (if present) is secure and not
deformed from abuse or a fall.
5.1.1.1.6. All rivets should be tight and not deformed.
5.1.1.1.7. Check tongue/straps for excessive wear from repeated
buckling.
5.2. Storage will consist of hanging in an enclosed cabinet, to protect from damage.
5.3. All harnesses that are involved in a fall will be destroyed.

6. LANYARDS
6.1. Shock absorbing
6.1.1. Inspect before each use.
6.1.2. Check lanyard material for cuts, burns, abrasions, kinks, knots, broken
stitches and excessive wear.
6.1.3. Inspect the snaphooks for distortions in the hook, locks, and eye.
6.1.4. Check carabiner for excessive wear, distortion, and lock operation.
6.1.5. Ensure that all locking mechanisms seat and lock properly.
6.1.6. Once locked, locking mechanism should prevent hook from opening.
6.1.7. Visually inspect shock absorber for any signs of damage, paying close
attention to where the shock absorber attaches to the lanyard.
6.1.8. Verify that points where the lanyard attaches to the snaphooks are free
of defects.
6.1.9. Storage will consist of hanging in an enclosed cabinet, to protect from
damage.
6.1.10. All lanyards that are involved in a fall will be destroyed.
6.2. Self-Retracting Lanyards/Lifelines
6.2.1. Inspect before each use.
6.2.2. Visually inspect the body to ensure there is no physical damage to the
body.
6.2.3. Make sure all nuts and rivets are tight.
6.2.4. Make sure the entire length of the nylon strap/wire rope is free from any
cuts, burns, abrasions, kinks, knots, broken stitches/strands, excessive
wear and retracts freely.
6.2.5. Test the unit by pulling sharply on the lanyard/lifeline to verify that the
locking mechanism is operating correctly.
6.2.6. If the manufacturer requires, make certain the retractable lanyard is
returned to the manufacturer for scheduled annual inspections.
6.2.7. A competent person will conduct monthly inspection of all self-retracting
6.2.8. All lanyards involved in a fall will be destroyed.
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7. SNAPHOOKS
7.1. Inspect before each use.
7.2. Inspect snaphook for any hook and eye distortions.
7.3. Verify there are no cracks or pitted surfaces.
7.4. The keeper latch should not be bent, distorted, or obstructed.
7.5. Verify that the keeper latch seats into the nose without binding.
7.6. Verify that the keeper spring securely closes the keeper latch.
7.7. Test the locking mechanism to verify that the keeper latch locks properly.
7.8. All snaphooks involved in a fall will be destroyed.

8. ANCHORS
8.1. Inspect for integrity and attachment to solid surface.
8.2. All tie-offs and anchorages will be destroyed after a fall.
9. LIFTS
9.1. Inspect before each use.
9.2. Inspect/service per manufacturer guidelines. Forklift, scissors lifts, and safety
nets will be inspected at the beginning of each shift in use. Structural integrity of
the forklift basket will be checked per the same schedule.
10. HORIZONTAL LIFELINES
10.1.
Inspect before each use for structural integrity of line and anchors.
10.2.
Shall be installed under the supervision of a competent person.
11. GUARDRAILS
11.1.
Temporary systems – Daily visual inspection will be completed by a
competent person.
11.2.
Temporary systems – Weekly, a complete structural inspection will be
completed by a competent person.
12. STORAGE & MAINTENANCE
12.1.
Never store the personal fall arrest equipment on the ground or outdoors
exposed to the elements (i.e., sun, rain, snow, etc.).
12.2.
Hang equipment in a cool, dry location in a manner that retains its shape.
12.3.
Always follow manufacturer recommendations for inspections.
12.4.
Clean with a mild, nonabrasive soap and hang to dry.
12.5.
Never force dry or use strong detergents in cleaning.
12.6.
Never store equipment near excessive heat, chemicals, moisture, or
sunlight.
12.7.
Never store in an area with exposures to fumes or corrosive elements.
12.8.
Avoid dirt or other types of build-up on equipment.
12.9.
Never use this equipment for any purpose other than personal fall arrest.
12.10.
Once exposed to a fall, destroy equipment immediately.
13. TRAINING & DOCUMENTATION
13.1.
All employees engaged in fall protection will be trained and have the
knowledge to:
13.1.1. Recognize the fall hazards of/on their job sites.
13.1.2. Understand the hazards associated with working near fall hazards.
13.1.3. Work safely in hazardous areas by utilizing appropriate fall protection
measures.
13.1.4. Understand and follow all components of this fall protection program.
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14. ENFORCEMENT
14.1.
All employees are subject to discipline.
14.2.
Documentation of any violations will be kept in the employee’s personnel
file.
15. RESCUE
15.1.
Rescue Methods/Options of Fallen Personnel
15.1.1. In the unlikely event that a fall arrest occurs on-site, personnel with the
use of an articulating man lift or ladders where feasible, will rescue all
employees. Alternate rescue would be through the local emergency
services.
16. COMMUNICATION
16.1.
In the event of a fall, the following people will be notified as soon as
possible.
16.1.1. Rescue personnel.
16.1.2. Manager/Supervisor.
16.1.3. Safety Director
16.1.4. Fire Department and emergency medical services if necessary.
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SCAFFOLDS
& ROLLING SCAFFOLDS

All of Ritsema Associates management will fully support the safety program and ensure
its success by proper planning and Job Hazard Analysis where necessary.

1. SPECIAL PRECAUTIONS
1.1.

Supervisors are not to permit anyone to use scaffolding unless familiar with these
rules.
1.2.
Never use a scaffold that has been damaged or improperly erected.
1.3.
Each employee who is using a scaffold must be protected from falling or falling
objects by some or all of the following…
1.3.1. Guard-rail system
1.3.2. Hardhats
1.3.3. Toe boards (At least 3 ½” high and withstand force of 50 lbs)
1.3.4. Proper placement and storage of material away from any edge
1.4.
Employees and pedestrians not using the scaffold but exposed to falling objects
must be protected by the use of…
1.4.1. Barricades
1.4.2. Toe boards (At least 3 ½” high and withstand force of 50 lbs)
1.4.3. Guard-rail systems

2. SCAFFOLD ASSEMBLY PROCEDURE
* All scaffolds are to be erected under the supervision of a supervisor who is
knowledgeable about proper scaffold selection, care, and use of fall protection
equipment, and shall be able to assess hazards associated with scaffolds. This
Supervisor is the competent person for scaffolds.
2.1.

2.2.

Foundations
2.1.1. The purpose of a good foundation or mud sill is to distribute the scaffolding
load over a suitable ground area
2.1.2. The size of the footing or sill is determined by the total load carried over a
particular ground area, and by the nature of the soil supporting these sills.
2.1.3. The total load should be computed and the sills designed accordingly.
2.1.4. When scaffolding from earth or fill, the areas should be leveled and the
sills spaced in a pattern assuring adequate stability for all scaffolding legs.
Identify and review the scaffold manufacturers’ recommended load capacity.
2.2.1. Do not exceed the manufacturers’ recommended load capacity of the
scaffold.
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3.
3.1.

3.2.

3.3.

3.4.
3.5.

3.6.

3.7.
3.8.

3.9.
3.10.
3.11.

4.
4.1.
4.2.

4.3.
4.4.

4.5.

ERECTION OF FRAMES
The work of erecting the scaffolding shall be under the supervision of a person
with experience in scaffold selection, care, and use of fall protection equipment
and hazard recognition and abatement.
It shall be the responsibility of the person supervising the erection of the scaffold
to see that all components and locking devices are in working order, and no
damaged or deteriorated equipment is used in the setup. Should any scaffolding
become damaged after the equipment has been erected, workmen shall not be
allowed on scaffold until the damaged items have been repaired or replaced.
Advanced planning will help the erection of scaffolding to progress smoothly. The
equipment should be unloaded as close to the area of use as possible and
should be arranged in the order it is to be used.
Adjustment screws shall not be set to more than 18” below the base of the
scaffold.
After erecting the first tier of scaffold frames, plumb and level (using instruments)
all frames so that no matter how high the final scaffolding setup, the additional
frames will also be in correct alignment.
As erection proceeds, securely tie all scaffolding to the structure at the ends and
at least every 30' horizontally, and at height intervals not to exceed* 4 times the
minimum base dimension. Free standing scaffold towers must be restrained from
tipping by guying or other means.
Scaffold frames must be fastened together at coupling pins where there is a
possibility of uplift.
When scaffolds are to be partially or fully enclosed, specific precautions must be
taken to assure frequency adequacy of ties attaching the scaffolding to the
building due to increased load conditions resulting from effects of wind and
weather.
When erecting additional lifts, always work from planking placed within the
scaffold structure. Move planking as erection progresses.
All scaffold systems must be tagged “DO NOT USE” during the erection and
dismantling process and until deemed safe to use by a competent person.
A “DO NOT USE” tag shall be replaced with a “GOOD TO USE” tag when
deemed safe to use by a competent person.

PLANKING (Working Platforms)
Use only lumber that is properly inspected and graded for use as scaffold plank.
Planking shall have at least 12" of overlap and extend 6" beyond center of
support or be cleated at both ends to prevent sliding off support. Do not allow
unsupported ends of plank to extend beyond supports. Secure planks to
scaffolding when necessary.
Each working platform shall be fully planked with no more than 1” gap in between
planks.
Equip all planked or staged areas with proper guard rails and add toe boards if
there exists a danger of falling tools, debris, and material.
4.4.1. Toe boards shall be 3 ½” in height and be able to withstand a force of 50
lbs.
The front of the working platform shall be no more than 14 inches from the face
of the work unless a personal fall arrest system or guardrails system is used.
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4.5.1. The distance for plastering and lathing operations shall be no more than
18 inches.
4.5.2. All planked or staged areas must be equipped with guardrails.

5.
5.1.

6.
6.1.

FINAL AND DAILY INSPECTION OF SCAFFOLDING
The following is a list of check points to be covered when making a final and daily
inspection of scaffolding prior to use. All points should be carefully checked to
insure a safe and accident-free job and be periodically rechecked.
5.1.1. Check to see that there is proper support under every leg of every frame
on the job. Check also for possible washout due to rain.
5.1.2. Check to make certain that all base plates and adjustment screws are in
firm contact with their supports. All adjustment nuts should be snug against
the legs of the frame.
5.1.3. Frames should be checked for plumb-ness in both directions.
5.1.4. If there is a gap between the lower end of one frame and the upper end of
another frame it indicates that one adjustment screw must be adjusted to
bring the frames in contact. If this does not help it indicates the frame is
out of square and should be replaced.
5.1.5. Each leg of each frame should be cross braced to the corresponding leg of
the next frame.
5.1.6. While checking the cross braces also check the locking devices to assure
that they are all in their closed position or that they are all tight.
5.1.7. Check to be certain that all planking and accessories are properly
installed.
5.1.8. Check to make certain all ties are secured between the structure and the
scaffolding.
5.1.9. Check to be certain all guard rails are in place.
5.1.10. If scaffolding is enclosed, check to see that additional precautions have
been taken as noted in Section of Erection. Recheck periodically ties,
clamps, etc., for movement.
5.1.11. Insure that safe access to work platform(s) is provided.
5.1.12. During erection and dismantling, or if any part of the scaffold is found to be
defective or unsafe, tag “DO NOT USE” in a conspicuous location until it
has been repaired or replaced.
5.1.13. When the scaffold system has been determined safe for use by a
competent person, tag with a “GOOD TO USE” tag. This tag shall stay in a
conspicuous location during work activities.

DISMANTELING OF SCAFFOLDS
The work of dismantling scaffolding should be under the supervision of an
individual
with proper experience and aptitude. The following should be observed while
dismantling.
6.1.1. Check to see if scaffolding has been structurally altered in any way which
would make it unsafe, and if so reconstruct where necessary before
commencing with the dismantling procedures.
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6.1.2. Dismantle scaffold from the top down.
6.1.3. Begin by removing all accessories from that lift being dismantled at the
time. Always work from a minimum of two plank placed on the tier of
frames below those being removed. Move the planking down as
dismantling progresses.
6.1.4. Do not remove ties until dismantling has reached the tier to which they are
attached.
6.1.5. Always stay within the inside of the scaffold. Do not climb on the outside
for any reason when dismantling.
6.1.6. Do not climb on ties, braces or un-braced frames.
6.1.7. Only remove fastening devices from bottom of frames being removed.
6.1.8. Lower scaffolding components in a safe manner as they are dismantled.
Avoid dropping or throwing the components as this could result in damage
to the equipment, or injury to personnel below.
6.1.9. Tag “DO NOT USE” during dismantling.

7.

ERECTION OF ROLLING TOWERS

7.1.

When erecting rolling scaffolding towers, the following additional items apply.
These items are in addition to the application portions of the preceding section.
7.1.2. Casters should be of adequate load capacity and size in relation to the
height of the tower, the surface over which the tower is to be used and in
accordance with all government, state, and local codes, ordinances, and
regulations.
7.1.3. Casters with plain stems shall be attached to the panel or adjustment
screw by pins or other suitable means.
7.1.4. Do not extend adjusting screws on rolling towers more than 12".
7.1.5. The platform height shall not exceed* four (4) times the smallest base
dimension unless guyed or otherwise stabilized.
7.1.6. Horizontal diagonal braces should be used near the bottom, top and at 20'
intervals measured from the rolling surface.
7.1.7. When side brackets are used, consideration should be given to the
overturning effect these brackets will have upon the stability of the tower.
7.1.8. Install guardrails.
7.1.9. Plank according to Plank and Accessories Section of Erection Procedure.
7.1.10. Tag “DO NOT USE” until the erection process is complete and the system
has been deemed safe for use by a competent person.

8.

INSPECTION OF ROLLING TOWERS

8.1.

The following additional points should be checked when making a final inspection
of rolling scaffold towers prior to their use. These points are in addition to the
applicable items covered under the preceding section entitled, "Final Inspection
of Erected Scaffolding."
8.2.1. Check to see that the platform height does not exceed* four (4) times the
smallest base dimension unless the tower is properly guyed or otherwise
stabilized.
8.2.2. Check to see that, if adjusting screws have been used, they are not
extended more than 12".
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8.2.3. Check to make sure the caster brakes are in good working condition and
are applied when tower is not being moved.
8.2.4. Inspect to make sure horizontal diagonal bracing has been placed near the
bottom, top, and at 20' intervals measured from the rolling surface. A hook
on manufactured platform properly attached to the top frame may be
equivalent to the top horizontal diagonal brace.
8.2.5. Cross bracing has been installed on both sides of every lift.
8.2.6. Check the area in which the tower is to be used to insure there are no
obstructions either in, on, or above the floor which will interfere with the
proper and safe use of the rolling tower.
8.2.7. Check for guardrails.
8.2.8. Check to see that all planks and fabricated platforms are properly installed.
8.2.9. Insure that safe access to work platform(s) is provided.
8.2.10. Check to make sure that there is a “GOOD TO USE” tag located in a
conspicuous location on the scaffold system.

9.

SUSPENDED SCAFFOLDS

9.2.

Definition: Suspended scaffolds are platforms suspended by ropes, or other nonrigid means, from an overhead structure. An example of a suspended scaffold is
a swing stage used for high rise window washing

9.3.

Prior to set up
9.3.1. Each scaffold shall be installed or relocated only under the supervision of a
competent person with specific training in suspended scaffold systems.
9.3.1.1.
Each competent person must read, understand, and follow all
manufacturer instructions and warnings for all suspended
scaffolds. This includes:
9.3.1.1.1. Pre-planning
9.3.1.1.2. Pre-set up
9.3.1.1.3. Set-up
9.3.1.1.4. Inspection
9.3.1.1.5. Use
9.3.1.1.6. Removal
A Job Safety Analysis for each specific site of a suspended scaffold use, shall be
conducted and written for all staff to review daily.
A separate fall protection system must be installed to a different structure outside
of the suspended scaffold, and used by all employees working in the scaffold.

9.4.
9.5.

10.

SCAFFOLDING SAFETY GUIDELINES

10.1.

Provide adequate sills for scaffold posts and use base plates.

10.2.

Adjusting screws not to exceed 18” below base of scaffold.

10.3.

Plumb and level all scaffolds as the erection proceeds. Do not force braces to
fit—level the scaffold until proper fit can be made easily.

10.4.

Bracing. Each frame or panel shall be braced by horizontal bracing, cross
bracing, diagonal bracing or any combination thereof for securing vertical
members together laterally. All brace connections shall be made secure, in
accordance with manufacturers' recommendations.
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10.5.

Do not climb cross braces. Use only an access (climbing) ladder, access steps,
frame designed to be climbed or equivalent safe access to scaffold.

10.6.

Tie running scaffold to wall or structure when the height exceeds* four (4) times
the minimum scaffold base dimension. The first vertical and longitudinal tie shall
be placed at this point. Vertical ties shall be repeated at intervals not greater than
26 feet. Longitudinal ties shall be placed at each end and at intervals not greater
than 30 feet. Ties must prevent the scaffold from tipping into or away from the
wall or structure.

10.7.

When scaffolds are to be partially or fully enclosed, specific precautions must be
taken to assure frequency and adequacy of ties attaching the scaffolding to the
building due to increased load conditions resulting from effects of wind and
weather. The scaffolding components to which the ties are attached must also be
checked for additional loads.

10.8.

When free standing scaffold towers exceed* four times their minimum base
dimension vertically, they must be restrained from tipping.

10.9.

Do not erect scaffolds near electrical power lines unless proper precautions are
taken. Consult the power service company for advice.

10.10. Do not use ladders or makeshift devices on top of scaffolds to increase the
height.
10.11. Do not exceed manufacturers' recommended load rating.
10.12. Equip and maintain all platforms with proper guardrails, mid-rails, and toe boards
along all open sides and ends of scaffold platforms.
10.13. All brackets shall be seated correctly with side brackets parallel to the frames
and end brackets at 90 degrees to the frames. Brackets shall not be bent or
twisted from normal position. Brackets (except mobile brackets designed to carry
materials) are to be used as work platforms only and shall not be used for
storage of material or equipment. When brackets are used, the scaffold shall be
tied to the structure or otherwise restrained to prevent tipping.
10.14. All scaffolding accessories shall be used and installed in accordance with the
manufacturers' recommended procedure. Accessories shall not be altered in the
field. Scaffolds, frames and their components of various manufacturers shall not
be intermixed.
10.15. For planking, the following guidelines apply:
10.15.1. Use only lumber that is properly inspected and graded as scaffold plank.
10.15.2. Planking shall have at least 12 inches of overlap and extend 6 inches
beyond center of support, or, be cleated at both ends to prevent sliding off
supports.
10.15.3. Fabricated scaffold planks and platforms, unless created or restrained by
hooks, shall extend over their end supports not less than 6 inches nor
more than 12 inches.
10.15.4. Secure plank to scaffold when necessary.
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10.16. For rolling scaffolds the following additional guidelines apply.
10.16.1. Casters with plain stems shall be attached to the panel or adjustment
screw by pins or other suitable means.
10.16.2. Do not extend adjusting screws on rolling scaffolds more than 12 inches.
10.16.3. Wheels or casters shall be provided with a locking device and kept locked
during erection and dismantling or any time scaffolds are not being
moved.
10.16.4. Secure or remove all material and equipment from platform before
moving scaffold.
10.16.5. Use horizontal diagonal bracing near the bottom and at 20 foot intervals
measured from the rolling surface.
10.16.6. Do not use brackets or other platform extensions without consideration of
overturning effect.
10.16.7. The height of a rolling scaffold excluding its uppermost guardrails, must
not exceed* four times its smallest base dimension unless it is stabilized
by an engineered counterweight system or some other equivalent means.
10.16.8. Cleat or secure all planks.
10.16.9. Do not attempt to move a rolling scaffold without sufficient help—watch
out for holes in floor and overhead obstructions— stabilize against tipping.
10.16.10. Do not ride rolling scaffolds unless properly protected/guardrailed.
10.16.11. Joints shall be restrained from separation.
10.17. When dismantling scaffolding the following additional guidelines apply:
10.17.1. Check to see if scaffolding has been structurally altered in any way which
would make it unsafe, and if so, reconstruct where necessary before
commencing with dismantling procedures.
10.17.1.1. Visually inspect plank prior to dismantling to be sure that they are
safe to work on.
10.17.1.2. Components should be lowered as soon as dismantled in safe
manner so as to protect personnel below.
10.17.1.3. Do not accumulate excess components or equipment on the level
being dismantled.
10.17.1.4. Dismantled equipment should be stockpiled in an orderly manner.
10.17.1.5. Follow erection procedures and use manuals.

Scaffolds & Rolling Scaffolds

38

Revision 2017

BAKER SCAFFOLDS
& STILTS

INTRODUCTION
Baker scaffolds and stilts are present throughout Ritsema Associates jobsites in all
branch locations and are used and by a number of employees. Ritsema Associates
recognizes that there are a number of potential hazards associated with the use of baker
scaffolds and stilts. This policy is designed to ensure that baker scaffolds and stilts are
used in a consistent and safe manner through a system of safety checks and
accountability.
SCOPE
This policy applies to all Ritsema Associates-owned and/or rented equipment designed
to elevate personnel above a walking/working surface. It applies to all branches who
own or rent the equipment and the employees who use them.

BAKER SCAFFOLDS
1. INSPECTION
1.1. Inspect all parts of baker scaffolds to ensure everything is in good working order.
1.2. After erecting scaffold, inspect the following for proper set up:
1.2.1. Platform
1.2.2. Outriggers
1.2.3. Guardrails
1.2.4. Side rails
1.2.5. Casters
1.2.6. All pins and locking mechanisms
(See figure 1. Page 41.)
1.3. Inspect work area to make sure the floor is clear of all obstructions and all
holes/openings are covered.

2. EMPLOYEE/USER RESPONSIBILITIES
2.1. Baker scaffolds extended to more than 6 feet must have guardrails installed on
all sides.
2.2. Baker scaffolds extended to more than 4 feet require all wheels to be locked.
2.3. If the platform is to be placed to the top, place additional rails below to stabilize
the end frame ladder to help prevent the bottom from racking inward.
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2.4. Utilize outriggers to help prevent tipping. Utilize the 4 to 1 rule. For every 4 feet
of height, we must have 1foot of base.
2.5. Do not overreach. Keep your body within the boundaries of the guardrail and
scaffold section.
2.6. Do not place ladders, horses, buckets, chairs, boxes or other such objects to
gain additional standing height.
2.7. Keep work platform clear of debris.
2.8. Do not place ladders, horses, buckets, chairs, boxes or other such objects to
gain additional standing height.
2.9. Base plates are to be used instead of wheels. Never work from a baker with no
wheels or base plates.
3. INSPECTIONS & MAINTENANCE
3.1. Inspections of baker scaffolds must be done every day prior to use.
3.2. Inspect platforms for any bends, brakes, cracks, or splits.
3.3. Inspect baker scaffold end rails for any bends, brakes, or deformities.
3.4. Inspect baker scaffold side rails for any bends, brakes, or deformities. Ensure
that locking pins are functioning properly.
3.5. Inspect casters to ensure brake locks are functioning properly.
3.6. If any part of the baker scaffold is not in good working order, tag it as
“DANGEROUS – DO NOT USE” and remove it from the site until it can be
repaired or replaced.

STILTS
4. INSPECTION
4.1. Make sure all straps, footpads, and all screws are in place and in good working
condition.
4.2. Make sure there are no cracks, damage or deformities to the stilts.
4.3. Inspect work areas in to insure that the floor is not wet or slippery and that there
are no open holes or impalement hazards.
4.4. Inspect work areas to insure there is no excess debris or trip hazards (cords,
ceiling wires, cables excess material).
4.5. Work areas should be clear of wet material (taping mud, fireproof material,
plaster)
4.6. Inspect floors to insure they are level.
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5.

EMPLOYEE/USER RESPONSIBILITIES
5.1. Only a competent person comfortable in the use of stilts shall be allowed to use
stilts.
5.2. Only work near a hole or leading edge that has a guardrail system is in place
and the top rail, or equivalent member, has been increased an amount equal to
the height of the stilts.
5.3. An employee may use stilts on a scaffold only if it is a large area scaffold.
5.4. Never travel to another elevation while using stilts (i.e. stairs).

Guardrails

Platform
End rails

Side rails

Casters

Outriggers

Figure 1.
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LADDERS

1. NOTE
1.1. Only use ladders when scaffolds or aerial lifts are not an option.
1.2. A metal ladder shall not be used unless a minimum of 20 feet is maintained
between power transmission or distribution lines.
2. SIZE
2.1. Use the proper size ladder for the job.
3. INSPECTION
3.1. Always check a ladder before using it. Inspect wood ladders for cracks and splits
in the wood. Check all ladders to see that steps or rungs are tight and secure.
Be sure that all hardware and fittings are properly and securely attached. Test
movable parts to see that they operate without binding or without too much free
play. Inspect metal and fiberglass ladders for bends, breaks, or damage caused
by fire.
3.2. Never use a damaged ladder. Tag it "DANGEROUS – DO NOT USE" and report
it to the foreman/lead person so that it may be removed from the job.
4. SETUP
4.1. Place ladder feet firmly and evenly on the ground or floor. Make sure the ladder
is sitting straight and secure before climbing it. If one foot sits in a low spot, build
up the surface with firm material.
4.2. Do not try to make a ladder reach farther by setting it on boxes, barrels, bricks,
blocks or other unstable bases.
4.3. Do not allow ladders to lean sideways. Level them before using.
4.4. Brace the foot of the ladder with stakes or place stout boards against the feet if
there is any danger of slipping.
4.5. Never set up or use a ladder in a high wind, especially a lightweight metal or
fiberglass type. Wait until the air is calm enough to insure safety.
4.6. Never set up a ladder in front of a door unless the door is locked, a guard is
posted, or it is secured to prevent displacement.
4.7. Do not use ladders on ice or snow unless absolutely necessary. If they must be
used on ice or snow, use spike or spur-type safety shoes on the ladder feet and
be sure they are gripping properly before climbing.
4.8. Use Safety shoes on ladder feet whenever there is any possibility of slipping.
5. CLIMBING & STANDING
5.1. Keep the steps and rungs of ladders free of grease, oil, wet paint, mud, snow,
ice, paper and other slippery materials. Also clean such debris off your shoes
before climbing a ladder.
5.2. Always face a ladder when climbing up or down. Use both hands and maintain a
secure grip on the rails or rungs.
5.3. Never carry heavy or bulky loads up a ladder. Climb up yourself first, and then
pull up the material with a rope.
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5.4. Climb and stand on a ladder with your feet in the center of the steps or rungs.
5.5. Do not overreach from a ladder, or lean too far to one side. Overreaching is
probably the most common cause of falls from ladders. A good rule is to always
keep your belt buckle inside the rails of a ladder. Work as far as you can reach
comfortably and safely, then move the ladder to a new position.
5.6. Never climb onto a ladder from the side, from above the top or from one ladder
to another.
5.7. Never slide down a ladder.
5.8. Maintain 3 point contact at all times while climbing.
6. PROPER USE
6.1. Never use metal ladders around exposed electrical wiring. Metal ladders should
be marked with tags or stickers reading "CAUTION-Do Not Use Around
Electrical Equipment" or similar wording. RULE of THUMB: If the overhead
power line is 50 kV or less, then stay at least 10 feet away. For everything else,
keep at least 35 feet away.
6.2. When using a ladder where there is traffic, erect warning signs or barricades to
guide traffic away from the foot of the ladder. If this is not possible, have
someone hold and guard the bottom of the ladder.
6.3. Do not try to move a ladder while you are on it by rocking, jogging or pushing it
away from a supporting wall.
6.4. Never use a ladder when under the influence of alcohol, on drugs or medication,
or in ill health.
6.5. If you get sick, dizzy or panicky while on a ladder, do not try to climb down in a
hurry. Wait. Drape your arms around the rungs; rest your head against the
ladder until you feel better. Then climb down slowly and carefully.
6.6. Do not leave tools or materials on top of ladders. If they fall on you, you can be
hurt. If they fall on someone else, your company can be sued.
6.7. Never push or pull anything sideways while on a ladder. This puts a side load on
the ladder and can cause it to tip out from under you.
6.8. Allow only one person at a time on a ladder unless the ladder is specifically
designed for two people.
6.9. Never use a ladder as a horizontal platform, plank, scaffold or material hoist.
6.10.
Be cautious about homemade ladders. Never use ladders made by
fastening cleats across a single narrow rail, post or pole.
6.11.
Never use a ladder on a scaffold platform. If you need to reach higher, the
scaffold should be higher.
6.12.
Never use the backside of a stepladder for climbing, unless the
stepladder is designed for such use.

7. CARE & STORAGE
7.1. Maintain ladders in good condition.
7.2. Keep all ladder accessories, especially safety shoes, in good condition.
7.3. Wood ladders, which are to be used outside, should be treated to prevent
weather damage. A clear finish or transparent penetrating preservative should
be used. Linseed oil is a good treatment for a wood ladder, although it does add
some weight to the ladder. An oil treatment also helps to rustproof the metal
parts of a wood ladder.
7.4. Never paint a wood ladder. This will cover dangerous cracks or fill and hide
them.
7.5. Never sit on ladder side rails.
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7.6. Never use a metal or fiberglass ladder which has been exposed to fire or strong
chemicals, it should be discarded.
7.7. Never store materials on a ladder.
7.8. Store wood ladders where they will not be exposed to excessive heat or
dampness. Store fiberglass ladders where they will not be exposed to sunlight or
other ultraviolet light sources.
7.9. Be sure that ladders are properly supported and secured when in transit.
Vibration and bumping against other objects can damage them.
7.10.
Store ladders on racks, which give them proper support when not in use.
8. STEP LADDERS
8.1. Never use a stepladder over 20 feet long.
8.2. Always open a stepladder completely and make sure the spreader is locked
open before using the ladder.
8.3. Never substitute makeshift devices of wire or rope for stepladder spreaders.
8.4. Do not stand higher than the second step from the top of a stepladder.
Especially, do not stand or sit on the top cap, or stand on the pail shelf, or on the
back of a stepladder.
8.5. Do not straddle the front and back of a stepladder.
8.6. Never use a step ladder as a straight ladder (closing the ladder, leaning it
against a structure, then climbing it).
9. EXTENSION LADDERS
9.1. Never splice or tie two short ladders together to make a long section.
9.2. Top support for a ladder is as important as good footing. The top should rest
evenly against a flat, firm surface. If a ladder is to be leaned against roof gutters,
the strength and stability of the gutters should first be tested.
9.3. When a ladder is used for access to an upper landing surface, it must extend
three rungs, or at least three feet above the landing surface.
9.4. A ladder used for access to an upper landing surface should be secured against
sideways movement at the top or held by another worker whenever it is being
used.
9.5. Extend an extension ladder only from the ground. Determine the needed height,
extend and lock the fly section securely in place then set it up against the wall.
Check for stability and support before climbing.
9.6. If possible, the base of a long ladder should be secured to the ground and the
top should be tied to the upper landing surface.
9.7. The technically proper angle for a non-self-supporting ladder is about 75
degrees above horizontal. This means that the base should be set out onefourth of the ladder's height to its top support point. For example, if a ladder is to
be supported at a point 20 feet off the ground, its base should be set 5 feet out
from the wall (20 feet divided by 4= 5feet). See figure 2. on page 45.
9.8. If ladders are set up at a steeper angle than 75 degrees above horizontal they
are more likely to tip backward in use. As a minimum they must be tied off at the
top to prevent this form happening.
9.9. If ladders are set up at an angle less than 75 degrees above horizontal they are
more likely to slide out from the bottom. Safety ladder shoes or base tying is a
must in this case.
9.10.
The distance from the foot of a ladder to the wall should never be more
than one-half the height to the support point, an angle of about 63 degrees
above horizontal. Otherwise, more strain will be put on the side rails than they
are designed to carry.
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9.11.
Proper Ladder Care and Storage
9.11.1. Metal bearings of extension ladder rung locks and pulleys should be
lubricated periodically, and between regular maintenance periods whenever
necessary.
9.11.2. Ropes on extension ladders should be in good condition. If they become
frayed or badly worn, replace them.
9.12.
Setting Up a Straight or Extension Ladder
9.12.1. It is very important to learn the proper methods for setting up ladders.
Unless setting up is done correctly, it can cause damage to the ladder and
excessive physical strain on the user.
9.12.1.1. Step 1. Lay the ladder on the ground with the base resting against
the bottom of the wall and the top pointing away from the wall.
9.12.1.2. Step 2. Starting at the top of the ladder, lift the end over your head
and walk under the ladder to the wall, moving your hands from rung to
rung as you go.
9.12.1.3. Step 3. When the ladder is vertical, and the top touches the wall,
pull out the base so that the distance away from the wall is about onefourth of the height to the point of support.
9.12.1.4. Step 4. Reverse this process to take down the ladder. Remember
that you will be walking backwards, so check for obstacles in your path
before starting. Also be careful to lower the ladder slowly so that you
can keep it under control and prevent its falling on you.

Figure 1. Identifying the parts
of a ladder.

Figure 2. The base of a straight ladder
should be 1 foot out for every 4 feet of
height.
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AERIAL LIFTS

INTRODUCTION
Aerial platform lifts are present throughout Ritsema Associates jobsites in all
branch locations and are used and operated by a number of employees. Ritsema
Associates recognizes that there are a number of potential hazards associated with the
use of these aerial platform lifts. This policy is designed to ensure that these lifts are
operated in a consistent and safe manner through a system of safety checks and
accountability.
SCOPE
This policy applies to all Ritsema Associates-owned and/or rented equipment designed
to elevate personnel on a platform that is propelled by a powered lifting device, with the
controls located on the platform itself. It applies to all branches who own or rent the
equipment and the employees who use them. Examples of aerial platform lifts include
scissor lifts and boom lifts, etc.

1. RESPONSIBILITIES
1.1. Ritsema Associates’ Branch office Responsibilities
1.1.1. Upon the purchase of an aerial platform lift, the department shall:
1.1.1.1.
Ensure that the operating and maintenance manuals have been
received.
1.1.1.2.
Perform an annual inspection on the lift prior to placing the unit in
service.
1.1.1.3.
Place a copy of the operating and maintenance manuals in a
pouch or compartment on the lift.

2. MAINTENANCE, INSPECTION & REPAIR
2.1. MAINTENANCE: The department responsible for each aerial platform lift shall
arrange for maintenance that is appropriate for their lift.
2.2. MAINTENANCE: The department shall establish a preventive maintenance
program based on the manufacturer’s recommendations, the environment it is to
be used in and the frequency at which it is to be used.
2.3. INSPECTION: The department shall ensure that pre-start inspections, frequent
inspections and annual inspections are being performed on the lift.
2.4. REPAIR: When safety related items have been discovered, the lift shall be
placed out of service until the item(s) has been repaired. All replacement parts
or components that are replaced shall be identical to or equivalent to the original
parts based on information provided by the manufacturer or supplier.
2.5. REPAIR: Repairs shall only be performed by employees authorized by their
department to do so.
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3. RECORDKEEPING
3.1. Each department shall date and retain the following records for each aerial
platform lift they own:
3.1.1. Serial number and date of purchase (this shall be kept for as long as the
department owns the lift.
3.1.2. Written records of the frequent and annual inspections and repairs
performed. This shall include deficiencies found, corrective actions taken
and the identification of the person(s) who performed the inspection and
repairs.
3.1.3. Written records of repairs made on the lift.

4. EMPLOYEE/USER RESPONSIBILITIES
4.1. Because the user has direct control over the application and operation of aerial
platform lifts, conformance with good safety practices in this area is the
responsibility of the user and the operating personnel. Decisions on the use and
operation of the lift shall be made with the understanding that the platform will be
carrying personnel whose safety is dependent on those decisions. Users and
operators of aerial platform lifts have responsibilities involving the following:
4.1.1. Users shall inspect and maintain the aerial platform as required by their
department to ensure proper operation.
4.1.1.1.1. Note that some employees may be approved by their department
to operate but not to perform maintenance on the lifts.
4.1.2. Users shall perform pre-start inspections on the lift prior to each day’s use
of the lift.
4.1.3. Aerial platform lifts that are not in proper operating condition shall be
immediately removed from service and reported to the appropriate
departmental supervisor.
4.1.4. Users of aerial platform lifts must review the operating manuals for all lifts
that they use. The user is expected to know and understand the
following about the lift he/she operates prior to initial operation of the lift:
4.1.4.1.
The operation of the lift.
4.1.4.2.
All control features of the lift.
4.1.4.3.
All placard warnings.
4.1.4.4.
All safety devices on the lift.
4.1.4.5.
Where to locate the user manual.
4.1.4.6.
Who can operate or use the platform lift.

5. TRAINING
5.1. Each department is responsible for arranging the training of all authorized users
of the lift. No personnel shall operate or ride on an aerial platform lift if they
have not been trained.
5.2. All operators and users of aerial platform lifts shall receive an orientation to
Aerial Lifts, prior to operating any Aerial Lift. The contents of the training will
include the following:
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5.2.1. Purpose and use of manuals.
5.2.2. Pre-start inspection process.
5.2.3. Identification of malfunctions and problems.
5.2.4. Factors affecting stability.
5.2.5. Purpose of placards and decals.
5.2.6. Workplace inspections.
5.2.7. Safety rules and regulations.
5.2.8. Authorization to operate.
5.2.9. Operator warnings and instructions.
5.2.10. Operation of the aerial platform.
5.2.11. Demonstrate competency.
6. INSPECTIONS
6.1. The inspection process is a critical step in preventing aerial lift accidents that are
caused from faulty or worn out equipment. Aerial platform lifts that are not in
proper operating condition shall be removed from service until the problems
have been corrected by an authorized and trained maintenance technician.
6.2. Pre-Start Inspections
6.2.1. Before each day’s use or at the beginning of each shift that the aerial
platform lift is used it shall be given a pre-start inspection which is a visual
inspection and functional test that includes the following criteria:
6.2.1.1.
Operating and emergency controls.
6.2.1.2.
Safety devices.
6.2.1.3.
Personal protective devices.
6.2.1.4.
Air, hydraulic and fuel system leaks.
6.2.1.5.
Cables and wiring harness.
6.2.1.6.
Loose or missing parts.
6.2.1.7.
Tires and wheels.
6.2.1.8.
Placards, warnings, control markings and operating manual(s).
6.2.1.9.
Outriggers, stabilizers and other structures.
6.2.1.10. Guardrail system.
6.3. Frequent Inspections
6.3.1. Any time an aerial platform lift has not been used for a period of 3 months
or more (or after the lift has been purchased) a frequent inspection shall
be performed by a qualified person and shall include the following:
6.3.1.1.
All functions and their controls for speed(s) smoothness, and limits
of motion.
6.3.1.1.1. Lower controls including the provisions for overriding of
upper controls.
6.3.1.1.2. All chain and cable mechanisms for adjustment, wear or
damaged parts.
6.3.1.1.3. All emergency and safety devices.
6.3.1.1.4. Lubrication of all moving parts, inspection of filter
element(s), hydraulic oil, engine oil, and coolant as
specified by the manufacturer.
6.3.1.1.5. Visual inspection of structural components and other
critical components such as fasteners, pins, shafts and
locking devices.
6.3.1.1.6. Placard, warnings and control markings.
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6.4. Annual Inspections
6.4.1. An annual inspection shall be performed on each aerial platform lift each
year. The inspection shall be performed by a qualified mechanic who is
authorized to perform maintenance duties on the lift. The inspection shall
include all items specified by the manufacturer for an annual inspection.
6.5. Workplace Inspections
6.5.1. Before an aerial platform lift is used and during it’s use, the operator shall
check the area in which the aerial platform lift is to be used for possible
hazards such as, but not limited to:
6.5.1.1.
Drop-offs or holes
6.5.1.2.
Slopes.
6.5.1.3.
Bumps and floor obstructions.
6.5.1.4.
Debris.
6.5.1.5.
Overhead obstructions and high voltage conductors.
6.5.1.6.
Hazardous locations and atmospheres.
6.5.1.7.
Inadequate surface and support to withstand all load forces
imposed by the aerial platform lift.
6.5.1.8.
Wind and weather conditions.
6.5.1.9.
Presence of unauthorized people.
6.5.1.10. Other possible unsafe conditions.

7. FALL PROTECTION
7.1. When operating articulating, or boom type lifts that are equipped with lanyard tie
off points, the use of fall protection equipment is required. If special
circumstances exist that encourage the operator to use fall protection on vertical
aerial platform lifts, they must tie off to a proper tie off point that is not attached
to or part of the aerial platform lift itself.
7.2. Employees must determine fall distance from the height they will be working at
when selecting lanyard/retractable lanyard for their fall protection system.
7.3. Employees are prohibited from belting off to an adjacent pole, structure, or
equipment while working from an aerial work platform.
7.4. Employees shall not exit an aerial work platform or boom lift while elevated
unless proper fall protection is in place to protect the employee from a fall while
exiting and entering the lift.

8. MARKINGS & DECALS
8.1. In addition to any other markings or decals that are placed on the lift by the
manufacturer, the following information shall be displayed on all aerial platform
lifts in a clearly visible, accessible area and in a durable manner:
8.1.1. The make, model, serial number, and manufacturer’s name and address.
8.1.1.1.
The rated workload, including rated number of occupants.
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ROUGH-TERRAIN FORKLIFTS (RTFL)

1. PURPOSE
1.1. To provide rough terrain forklift operators with proper safety guidelines and
procedures to protect themselves and others.
2. TRAINING
2.1. Training for RTFL Operators shall be conducted by a certified instructor. All
operational training shall be conducted under close supervision. All training and
evaluation must be completed before an operator is permitted to use a RTFL
2.2. Training consists of a combination of formal instruction, practical training
exercises and evaluation of the operator’s performance in the workplace.
2.3. Refresher training shall be provided to the operator when:
2.3.1. The operator has been observed to operate the vehicle in an unsafe
manner.
2.3.2. The operator has been involved in an accident or near-miss incident.
2.3.3. The operator has received an evaluation that reveals that the operator is
not operating the truck safely.
2.3.4. A condition in the workplace changes in a manner that could affect the
safe operation of the truck.
2.3.5. Refresher training will be conducted every three years.
3. CAPACITY CHARTS
3.1. Every RTFL has a capacity chart indicating the machine’s lifting capabilities
within certain parameters.
3.2. Be aware: Capacity charts reflect conditions in which the load is centered.
Unbalanced loads or misjudgment of the weight of an object being lifted can
result in load and/or machine instability.

3.3. To use the capacity chart, the operator must understand the following:
3.3.1. weight of the load being lifted
3.3.2. height where load is to be placed
3.3.3. distance from the front tires of the RTFL where the load is to be placed.
3.3.4. On the capacity chart, find the line for the height and follow it over to the
distance
3.3.5. The number in the load zone where the two cross is the maximum
capacity for the RTFL.
3.3.6. The number in the load zone must be equal to or greater than the weight
of the load to be lifted.
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4. PROCEDURES
4.1. Operator and Vehicle Information
4.1.1. Only authorized and trained personnel will operate RTFLs.
4.1.2. All operators are required to use the seatbelt whenever operation occurs.
4.1.3. All operators are required to be familiar with the operation and function of
all controls and instruments before operating a RTFL. See operators
manual.
4.1.4. All RTFLs must maintain a distance of a minimum of 10 ft away from
power lines.
4.1.5. All operators must understand the following:
4.1.5.1.
The load capacity chart
4.1.5.2.
The correct height and angle using the boom angle indicator,
boom extension numbers/letters, and load capacity chart.
4.1.6. The operator will perform daily pre-inspections.
4.1.7. Any safety defects (such as hydraulic fluid leaks, defective brakes,
defective steering, missing face plate, non-working horn, missing fire
extinguisher, etc.) will be reported for immediate repair or have the
RTFLs taken out of service.
4.1.8. Operators will follow the proper recharging or refueling safety procedures.
4.1.9. Loads will be tilted back and carried no more than 6 inches from the
ground. Loads that restrict the operator’s vision will be transported
backwards.
4.1.10. Operator will sound horn and use extreme caution when meeting
pedestrians, making turns and cornering.
4.1.11. Passengers may not ride on any portion of a RTFL.
4.1.12. Lift capacity will be marked on all RTFLs. Operator will assure load does
not exceed rated limits.
4.1.13. When unattended, RTFLs will be turned off, forks lowered to the ground,
parking brake applied and key removed.
4.1.14. Operators are instructed to report all incidents, regardless of fault and
severity to the jobsite Foreman.
4.2. Operations
4.2.1. If at any time a RTFL is found to be in need of repair, defective, or if any
way unsafe, the truck shall be taken out of service until it has been
restored to safe operating condition. Truck will be tagged to identify
safety issue and point of contact for repairs Trucks shall not be driven up
to anyone standing in front of a bench or other fixed object.
4.2.2. No person shall be allowed to stand or pass under the elevated portion of
any truck, whether loaded or empty.
4.2.3. Arms or legs shall not be placed between the uprights of the mast or
outside the running lines of the truck.
4.2.4. When a RTFL is left unattended, load engaging means shall be fully
lowered, controls shall be neutralized, power shall be shut off, brakes set
and keys removed. Wheels shall be blocked when truck is parked on an
incline.
4.2.5. A safe distance shall be maintained from the edge of the ramps or
platforms while on any elevated dock, or platform or freight car. Trucks
shall not be used for opening or closing freight doors.
4.2.6. There shall be sufficient headroom under overhead installations, lights,
pipes, sprinkler system, etc.
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4.2.7. An overhead guard shall be used as protection against falling objects. It
should be noted than an overhead guard is intended to offer protection
from the impact of small packages, boxes, bagged material, etc.,
representative of the job application, but not to withstand the impact of a
falling capacity load.
4.2.8. A load backrest extension shall be used whenever necessary to minimize
the possibility of the load or part of it from falling rearward.
4.2.9. Trucks shall not be parked so as to block fire aisles, access to stairways
or fire equipment.
4.3. Traveling
4.3.1. All traffic regulations shall be observed, including authorized speed limits.
A safe distance shall be maintained approximately three truck lengths
from the truck ahead, and the truck shall be kept under control at all
times.
4.3.2. Other trucks traveling in the same direction at intersections, blind spots or
other dangerous locations shall not be passed.
4.3.3. The driver shall be required to slow down and sound the horn at cross
aisles and other locations where vision is obstructed. If the load being
carried obstructs forward view, the driver shall be required to travel with
the load trailing.
4.3.4. Railroad tracks shall be crossed diagonally wherever possible. Parking
closer than 8 feet from the center of railroad tracks is prohibited.
4.3.5. The driver shall be required to look in the direction of and keep a clear
view of the path of travel.
4.3.6. Grades shall be ascended or descended slowly. When ascending or
descending grades in excess of 10 percent, loaded trucks shall be driven
with the load upgrade.
4.3.7. Under all travel conditions the truck shall be operated at a speed that will
permit it to be brought to a stop in a safe manner.
4.3.8. Stunt driving and horseplay shall not be permitted.
4.3.9. The driver shall be required to slow down for wet and slippery floors.
4.3.10. Dockboard or bridgeplates shall be properly secured before they are
driven over. Dockboard or bridgeplates shall be driven over carefully and
slowly and their rated capacity never exceeded.
4.3.11. Running over loose objects on the roadway surface shall be avoided.
4.4. Loading
4.4.1. Only stable or safely arranged loads shall be handled. Caution shall be
exercised when handling off-center loads which cannot be centered.
4.4.2. Only loads within the rated capacity of the truck shall be handled.
4.4.3. The long or high (including multiple-tiered) loads which may affect
capacity shall be adjusted.
4.4.4. Trucks equipped with attachments shall be operated as partially loaded
trucks when not handling a load.
4.4.5. A load engaging means shall be placed under the load as far as possible;
the mast shall be carefully tilted backward to stabilize the load.
4.4.6. Extreme care shall be used when tilting the load forward or backward,
particularly when high tiring. Tilting forward with load engaging means
elevated shall be prohibited except to pick up a load. An elevated load
shall not be tilted forward except when the load is in a deposit position
over a rack or stack. When stacking or tiering, only enough backward tilt
to stabilize the load shall be used.
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4.5. Maintenance of RTFLs
4.5.1. Any RTFLs not in safe operating condition shall be removed from service
using the lock out -tag out system.
4.5.2. Those repairs to the fuel and ignition systems of industrial trucks which
involve fire hazards shall be conducted only in locations designated for
such repairs.
4.5.3. When the temperature of any part of any truck is found to be in excess of
its normal operating temperature, thus creating a hazardous condition,
the vehicle shall be removed from service and not returned until the
cause for such overheating has been eliminated.
4.5.4. RTFLs shall be kept in a clean condition, free of lint, excess oil, and
grease. Noncombustible agents should be used for cleaning trucks. Low
flash point (below 100 deg F.) solvents should not be used. High flash
point (at or above 100 deg F.) solvents may be used.
4.6. RTFLs Pre-Use Checklist
4.6.1. A check of the following items (as applicable) is to be conducted by the
operator prior to use each shift.
4.6.1.1.
Tires
4.6.1.2.
Chains
4.6.1.3.
Steering mechanism
4.6.1.4.
Mast
4.6.1.5.
Brakes
4.6.1.6.
Carriage
4.6.1.7.
Hydraulic system
4.6.1.8.
Attachments
4.6.1.9.
Horn
4.6.1.10. Nameplate
4.6.1.11. Controls
4.6.1.12. Fire Extinguisher
4.6.1.13. Overhead Guard
4.6.2. Additional items, if applicable:
4.6.2.1.
Operating lights; flashing or rotating lights
4.6.2.2.
Clutch or Creeper control
4.6.2.3.
Load backrest extension
4.6.2.4.
Battery connectors
4.6.2.5.
Fuel line (for leaks and damage)
4.6.2.6.
Exhaust system (for sparks, flame or leaks)
4.6.2.7.
Water muffler water level
4.6.2.8.
Directional signals
4.6.2.9.
Back-up alarm
4.6.2.10. Seat-actuated dead man brake
4.6.2.11. Safety seat restraint system
4.6.3. If any deficiencies are noted, the unit is to be placed OUT OF SERVICE
until the problem has been corrected. Additionally, it is the operator’s
responsibility to notify the immediate supervisor and fill out a
maintenance request.
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FORKLIFTS – Powered Industrial Trucks

1. PURPOSE
1.1. To provide powered industrial truck operators with proper procedures for use of
all powered industrial trucks, including fork trucks, platform lift trucks, motorized
hand trucks and lifting gears.
2. TRAINING
2.1. Training for Powered Industrial Truck (PIT) Operators shall be conducted by a
certified instructor. All operational training shall be conducted under close
supervision. All training and evaluation must be completed before an operator is
permitted to use a powered industrial truck
2.2. Training consists of a combination of formal instruction, practical training
exercises and evaluation of the operator’s performance in the workplace.
2.3. Refresher training shall be provided to the operator when:
2.3.1. The operator has been observed to operate the vehicle in an unsafe
manner.
2.3.2. The operator has been involved in an accident or near-miss incident.
2.3.3. The operator has received an evaluation that reveals that the operator is
not operating the truck safely.
2.3.4. The operator is assigned to drive a different type of truck.
2.3.5. A condition in the workplace changes in a manner that could affect the
safe operation of the truck.
2.3.6. Refresher training will be conducted every three years.

3. PROCEDURES
3.1. Operator and Vehicle Information
3.1.1. Only authorized and trained personnel will operate PITs.
3.1.2. All PITs will be equipped with an overhead carriage, fire extinguisher,
rotating beacon, face plate, horn, and back-up alarm.
3.1.3. The operator will perform daily pre-inspections.
3.1.4. Any safety defects (such as hydraulic fluid leaks, defective brakes,
defective steering, missing face plate, non-working horn, missing fire
extinguisher, etc.) will be reported for immediate repair or have the PIT
taken out of service.
3.1.5. Operators will follow the proper recharging or refueling safety procedures.
3.1.6. Loads will be tilted back. Loads that restrict the operator’s vision will be
transported backwards.
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3.1.7. Operator will sound horn and use extreme caution when meeting
pedestrians, making turns and cornering.
3.1.8. Passengers may not ride on any portion of a PIT. Only the operator will
ride PITs.
3.1.9. If PITs are used as a man lift, an appropriate man lift platform (cage with
standard rails and toe-boards) will be used. Aisle will be maintained free
from obstructions, marked and wide enough (six foot minimum) for
vehicle operation.
3.1.10. Lift capacity will be marked on all PITs. Operator will assure load does
not exceed rated limits.
3.1.11. When unattended, PITs will be turned off, forks lowered to the ground,
parking brake applied and key removed
3.1.12. Operators are instructed to report all accidents, regardless of fault and
severity to the Department of Safety and Environmental Compliance.
3.2. Changing, Charging and Storing Batteries
3.2.1. Battery charging installations shall be located in well ventilated areas
designated for that purpose.
3.2.2. Facilities shall be provided for flushing and neutralizing spilled electrolyte,
for fire protection, for protecting charging apparatus from damage by
trucks, and for adequate ventilation for dispersal of fumes from gassing
batteries.
3.2.3. A carboy tilter or siphon shall be provided for handling electrolyte.
3.2.4. When charging batteries, acid shall be poured into water; water shall not
be poured into acid.
3.2.5. Trucks shall be properly positioned and brake applied before attempting
to change or charge batteries.
3.2.6. Care shall be taken to assure that vent caps are functioning. The battery
(or compartment) cover(s) shall be open to dissipate heat.
3.2.7. Smoking is prohibited in the charging area.
3.2.8. Precautions shall be taken to prevent open flames, sparks or electric arcs
in battery charging areas. Storage of combustibles is prohibited in
charging locations.
3.2.9. Tools and other metallic objects shall be kept away from the top of
uncovered batteries.
3.3. Trucks
3.3.1. The flooring of trucks and trailers shall be checked for breaks and
weakness before they are driven onto.
3.3.2. The brakes of highway trucks shall be set and wheel chocks placed under
the rear wheels to prevent the trucks from rolling while they are boarded
with powered industrial trucks.
3.3.3. Dock plates will be used when loading trucks or trailers. Operators will
assure dock plates are in good condition and will store on edge when not
in use.
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3.4. Operations
3.4.1. If at any time a powered industrial truck is found to be in need of repair,
defective, or if any way unsafe, the truck shall be taken out of service
until it has been restored to safe operating condition. Truck will be
tagged to identify safety issue and point of contact for repairs
3.4.2. Trucks shall not be driven up to anyone standing in front of a bench or
other fixed object.
3.4.3. No person shall be allowed to stand or pass under the elevated portion of
any truck, whether loaded or empty.
3.4.4. Unauthorized personnel shall not be permitted to ride on powered
industrial trucks.
3.4.5. Arms or legs shall not be placed between the uprights of the mast or
outside the running lines of the truck.
3.4.6. When a powered industrial truck is left unattended, load engaging means
shall be fully lowered, controls shall be neutralized, power shall be shut
off, brakes set and keys removed. Wheels shall be blocked if the truck is
parked on an incline.
3.4.7. A safe distance shall be maintained from the edge of the ramps or
platforms while on any elevated dock, or platform or freight car. Trucks
shall not be used for opening or closing freight doors.
3.4.8. There shall be sufficient headroom under overhead installations, lights,
pipes, sprinkler system, etc.
3.4.9. An overhead guard shall be used as protection against falling objects. It
should be noted than an overhead guard is intended to offer protection
from the impact of small packages, boxes, bagged material, etc.,
representative of the job application, but not to withstand the impact of a
falling capacity load.
3.4.10. A load backrest extension shall be used whenever necessary to minimize
the possibility of the load or part of it from falling rearward.
3.4.11. Trucks shall not be parked so as to block fire aisles, access to stairways
or fire equipment.
3.5. Traveling
3.5.1. All traffic regulations shall be observed, including authorized speed limits.
A safe distance shall be maintained approximately three truck lengths
from the truck ahead, and the truck shall stay under control at all times.
3.5.2. Other trucks traveling in the same direction at intersections, blind spots or
other dangerous locations shall not be passed.
3.5.3. The driver shall be required to slow down and sound the horn at cross
aisles and other locations where vision is obstructed. If the load being
carried obstructs forward view, the driver shall be required to travel with
the load trailing.
3.5.4. Railroad tracks shall be crossed diagonally wherever possible. Parking
closer than 8 feet from the center of railroad tracks is prohibited.
3.5.5. The driver shall be required to look in the direction of and keep a clear
view of the path of travel.
3.5.6. Grades shall be ascended or descended slowly. When ascending or
descending grades in excess of 10 percent, loaded trucks shall be driven
with the load upgrade. On all grades the load and load engaging means
shall be tilted back if applicable, and raised only as far as necessary to
clear the road surface.
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3.5.7. Under all travel conditions the truck shall be operated at a speed that will
permit it to be brought to a stop in a safe manner.
3.5.8. Stunt driving and horseplay shall not be permitted.
3.5.9. The driver shall be required to slow down for wet and slippery floors.
3.5.10. Dockboard or bridgeplates, shall be properly secured before they are
driven over. Dockboard or bridgeplates shall be driven over carefully and
slowly and their rated capacity never exceeded.
3.5.11. Running over loose objects on the roadway surface shall be avoided.
3.6. Loading
3.6.1. Only stable or safely arranged loads shall be handled. Caution shall be
exercised when handling off-center loads which cannot be centered.
3.6.2. Only loads within the rated capacity of the truck shall be handled.
3.6.3. The long or high (including multiple-tiered) loads which may affect
capacity shall be adjusted.
3.6.4. Trucks equipped with attachments shall be operated as partially loaded
trucks when not handling a load.
3.6.5. A load engaging means shall be placed under the load as far as possible;
the mast shall be carefully tilted backward to stabilize the load.
3.6.6. Extreme care shall be used when tilting the load forward or backward,
particularly when high tiering. Tilting forward with load engaging means
elevated shall be prohibited except to pick up a load. An elevated load
shall not be tilted forward except when the load is in a deposit position
over a rack or stack. When stacking or tiering, only enough backward tilt
to stabilize the load shall be used.
3.7. Maintenance of Powered Industrial Trucks
3.7.1. Any power-operated industrial truck not in safe operating condition shall
be removed from service using the lock out -tag out system.
3.7.2. Those repairs to the fuel and ignition systems of industrial trucks which
involve fire hazards shall be conducted only in locations designated for
such repairs.
3.7.3. Repairs to the electrical system shall have the battery disconnected prior
to such repairs.
3.7.4. All parts of any such industrial truck requiring replacement shall be
replaced only by parts equivalent as to safety with those used in the
original design.
3.7.5. Industrial trucks shall not be altered so that the relative positions of the
various parts are different from what they were when originally received
from the manufacturer, nor shall they be altered either by the addition of
extra parts not provided by the manufacturer or by the elimination of any
parts. Additional counter-weighting of fork trucks shall not be done
unless approved by the truck manufacturer.
3.7.6. When the temperature of any part of any truck is found to be in excess of
its normal operating temperature, thus creating a hazardous condition,
the vehicle shall be removed from service and not returned until the
cause for such overheating has been eliminated.
3.7.7. Industrial trucks shall be kept in a clean condition, free of lint, excess oil,
and grease. Noncombustible agents should be used for cleaning trucks.
Low flash point (below 100 deg F.) solvents should not be used. High
flash point (at or above 100 deg F.) solvents may be used.
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3.8. Powered Industrial Truck Pre-Use Checklist
3.8.1. A check of the following items (as applicable) is to be conducted by the
operator prior to use each shift.
3.8.1.1.
3.8.1.2.
3.8.1.3.
3.8.1.4.
3.8.1.5.
3.8.1.6.
3.8.1.7.
3.8.1.8.
3.8.1.9.
3.8.1.10.
3.8.1.11.
3.8.1.12.
3.8.1.13.

Tires
Chains
Steering mechanism
Mast
Brakes
Carriage
Hydraulic system
Attachments
Horn
Nameplate
Controls
Fire Extinguisher
Overhead Guard

3.8.2. Additional items, if applicable:
3.8.2.1.
3.8.2.2.
3.8.2.3.
3.8.2.4.
3.8.2.5.
3.8.2.6.
3.8.2.7.
3.8.2.8.
3.8.2.9.
3.8.2.10.
3.8.2.11.

Operating lights; flashing or rotating lights
Clutch or Creeper control
Load backrest extension
Battery connectors
Fuel line (for leaks and damage)
Exhaust system (for sparks, flame or leaks)
Water muffler water level
Directional signals
Back-up alarm
Seat-actuated dead man brake
Safety seat restraint system

3.8.3. If any deficiencies are noted, the unit is to be placed OUT OF SERVICE
until the problem has been corrected. Additionally, it is the operator’s
responsibility to notify the immediate supervisor and fill out a maintenance
request.
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POWDER-ACTUATED
TOOLS

1. INTRODUCTION
1.1. Powder-actuated tools operate like a loaded gun and shall be treated with the
same respect and precautions. Only employees who have been trained and
certified in the use of Ritsema Associates Powder-Actuated Tools may operate
one.

2. TRAINING
2.1. Each Branch Location is responsible to train and certify each employee who is
to use any Powder-Actuated Tool, prior to the employee using the tool.
2.2. Each Employee is to carry a copy of this certification at all times while working
on any project of any Branch Location of Ritsema Associates.

3. SAFETY
3.1. Safety precautions to remember include the following:
3.1.1. These tools shall not be used in an explosive or flammable atmosphere;
3.1.2. Before using the tool, the worker shall inspect it to determine that it is
clean, all moving parts operate freely, and the barrel is free from
obstructions;
3.1.3. Employees shall not modify tools;
3.1.4. The tool shall never be pointed at any person(s);
3.1.5. The tool shall not be loaded unless it is to be used immediately.
3.1.6. A powder-actuated tool shall not be left unattended, especially where it
could be available to unauthorized persons;
3.1.7. Hands shall be kept clear of the barrel end;
3.1.8. To prevent the tool from firing accidentally, two separate motions are
required for firing: one to bring the tool into position and another to pull
the trigger;
3.1.9. The tools shall not be able to operate until they are pressed against the
work surface with a force of at least five pounds greater than the total
weight of the tool;
3.1.10. If a powder-actuated tool misfires, the employee shall keep the tool
compressed against the work surface for 10 seconds.
3.1.11. If it still will not fire, the user shall wait another 10 seconds so that the
faulty cartridge is less likely to explode then carefully remove the load.
The bad cartridge shall be put in water;
3.1.12. Suitable eye and face protection are essential when using a powderactuated tool;
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3.1.13. The muzzle end of the tool shall have a protective shield or guard
centered perpendicularly on the barrel to confine any flying fragments or
particles that might otherwise create a hazard when the tool is fired. The
tool shall be designed so that it will not fire unless it has this kind of safety
device;
3.1.14. All powder-actuated tools shall be designed for varying powder charges
so that the user can select a powder level necessary to do the work
without excessive force; and
3.1.15. If the tool develops a defect during use, it shall be tagged and taken out
of service immediately until it is properly repaired.
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ELECTRICAL SAFETY

1. SCOPE
1.1. The purpose of this electrical safety program is to put in place rules and
policies to help employees work safely with and around electrical
equipment.
2. HAZARDS
2.1. Assess the potential for electrical hazards before entering an area by making a
self-assessment of the area.
2.2. Employees are not to enter areas that are marked “DANGER – HIGH VOLTAGE
– DO NOT ENTER.”
2.3. All electrical hazards must be abated, if able to do so safely, and reported to
jobsite Foremen and Superintendent immediately.
2.4. If an electrical hazard cannot be safely abated, notify all personal in the area
and vacate the area immediately. Report the hazard to the jobsite Foreman and
Superintendent immediately.
3. CORDS
3.1. Only UL, heavy duty rated extension cords may be used.
3.2. Electrical cords shall be handled in a manner that will not cause damage.
3.2.1. Electrical cords shall not be used for raising or lowering equipment.
3.2.2. Electrical cords shall not be fastened with staples or hung in a way that
could cause damage to the outer jacket.
3.3. All extension cords shall be 3-wire type.
3.4. Electrical cords shall be visually inspected periodically for damage.
3.5. Worn or frayed electrical cords shall not be used.
3.6. Electrical cords shall not be used if the ground prong is damaged.
4. GFCIs
4.1. Ground Fault Circuit Interrupter (GFCI) shall be in place and operating correctly
for each power run, on all equipment, at all times. Circuit breakers are not
adequate protection.
5. TEMPORARY LIGHTING
5.1. Temporary lighting shall be equipped with a guard to prevent accidental contact
with the bulb.
5.2. A portable hand lamp shall be made of molded composition or other approved
material and shall have a molded handle with bulb guard attached to it.
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5.3. A minimum of 10 footcandles illumination intensity shall be used in any area that
work is to be performed.
5.4. A minimum of 5 footcandles illumination intensity needs to be in place for any
areas where work is not being performed but employees may pass through
(i.e. hallways and stairways).
6. LOCKOUT/TAGOUT
6.1. Lockout/tagout assures that employees are protected from unintended machine
motion or unintended release of energy which could cause injury. This includes
electricity, water, steam, hydraulic, gravity and many other sources of stored
energy.
6.2. Locking out machinery and equipment prior to servicing or maintenance is an
essential element of protecting employees from the unexpected energization or
motion, start up of the machine or equipment, or release of stored energy.
6.3. A licensed electrician will be used for any and all lockout/tagout procedures
including re-energizing a previously tagged item. Do not attempt to alter a
lockout/tagout system in any way.
7. POWER LINES
7.1. Stay at least 10 feet back from power lines, in all directions.
7.2. Identify any potential hazards from power lines prior to using an aerial lift,
ladder, or hoisting material.
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CONFINED SPACE

1. EMPLOYEES
1.1. No employee shall enter a confined space as defined in this program, without
the authorization from the Company Safety Director.
1.2. Any confined space shall be immediately identified on a job site and made
aware of to all employees working on site.
2. TYPES OF CONFINED SPACES
2.1. A confined space is any space that is large enough and so configured that an
employee can bodily enter it but has limited or restricted means for entry or exit
and is not designed for continuous occupancy.
2.2. Confined spaces include, but are not limited to:
2.2.1. Tanks
2.2.2. Vessels
2.2.3. Silos
2.2.4. Storage bins
2.2.5. Hoppers
2.2.6. Vaults
2.2.7. Pits
2.2.8. Manholes
2.2.9. Tunnels
2.2.10. Equipment housings
2.2.11. Ductwork
2.2.12. Pipelines
2.2.13. Elevator shafts
3. RESCUE
3.1. If an employee happens into a confined space and requires rescue, notify job
site Foreman and Superintendent immediately.
3.2. Only personal trained in Confined Space Rescue shall be permitted to enter the
confined space to render aid.
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FIRE PREVENTION & PROTECTION

1. INTRODUCTION
1.1. The purpose of this Fire Prevention Plan is to eliminate the causes of fire,
prevent loss of life and property by fire, and to comply with OSHA/MIOSHA
standards on fire prevention. It provides employees with information and
guidelines that will assist them in recognizing, reporting, and controlling fire
hazards.

2. OBJECTIVE
2.1. Ritsema Associates is committed to minimizing the threat of fire to employees,
visitors, and property. Ritsema Associates complies with all applicable laws,
regulations, codes, and good practices pertaining to fire prevention. Ritsema
Associates separate Emergency Action Plan spells out the procedures for
responding to fires. This Fire Prevention Plan serves to reduce the risk of fires
at Ritsema Associates and our jobsites, in the following ways:
2.1.1. Identifies materials that are potential fire hazards and their proper
handling and storage procedures;
2.1.2. Distinguishes potential ignition sources and the proper control procedures
of those materials;
2.1.3. Describes fire protection equipment and/or systems used to control fire
hazards;
2.1.4. Identifies persons responsible for maintaining the equipment and systems
installed to prevent or control ignition of fires;
2.1.5. Identifies persons responsible for the control and accumulation of
flammable or combustible material;
2.1.6. Describes good housekeeping procedures necessary to insure the control
of accumulated flammable and combustible waste material and residues
to avoid a fire emergency; and
2.1.7. Provides training to employees with regard to fire hazards to which they
may be exposed.
3. ASSIGNMENT OF RESPONSIBILITY
3.1. Fire safety is everyone's responsibility. All employees should know how to
prevent and respond to fires, and are responsible for adhering to company
policy regarding fire emergencies.
4. MANAGEMENT
4.1. Management determines Ritsema Associates fire prevention and protection
policies. Management will provide adequate controls to provide a safe
workplace, and will provide adequate resources and training to its employees to
encourage fire prevention and the safest possible response in the event of a fire
emergency.
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5. SUPERVISORS
5.1. Supervisors are responsible for ensuring that employees receive appropriate fire
safety training, and for notifying the Safety Director when changes in operation
increase the risk of fire. Supervisors are also responsible for enforcing Ritsema
Associates fire prevention and protection policies.
6. EMPLOYEES
6.1. All employees shall:
6.1.1. Complete all required training before working without supervision.
6.1.2. Conduct operations safely to limit the risk of fire.
6.1.3. Report potential fire hazards to their supervisors.
6.1.4. Follow fire emergency procedures.
7. LIMITING RISK
7.1. To limit the risk of fires, employees shall take the following precautions:
7.1.1. Minimize the storage of combustible materials.
7.1.2. Make sure that doors, hallways, stairs, and other exit routes are kept free
of obstructions.
7.1.3. Dispose of combustible waste in covered, airtight, metal containers.
7.1.4. Use and store flammable materials in well-ventilated areas away from
ignition sources.
7.1.5. Use only nonflammable cleaning products.
7.1.6. Keep incompatible (i.e., chemically reactive) substances away from each
other.
7.1.7. Perform “hot work” (i.e., welding or working with an open flame or other
ignition sources) in controlled and well-ventilated areas.
7.1.8. Keep equipment in good working order (i.e., inspect electrical wiring and
appliances regularly and keep motors and machine tools free of dust and
grease.
7.1.9. Ensure that heating units are safeguarded.
7.1.10. Report all gas leaks immediately. The Safety Director shall ensure that
all gas leaks are repaired immediately upon notification.
7.1.11. Repair and clean up flammable liquid leaks immediately.
7.1.12. Keep work areas free of dust, lint, sawdust, scraps, and similar material.
7.1.13. Do not rely on extension cords if wiring improvements are needed, and
take care not to overload circuits with multiple pieces of equipment.
7.1.14. Turn off electrical equipment when not in use.
8. MAINTENANCE
8.1. The Safety Director will ensure that equipment is maintained according to
manufacturers' specifications. Ritsema Associates will also comply with
requirements of the National Fire Protection Association (NFPA) codes for
specific equipment. Only properly trained individuals shall perform maintenance
work.
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8.2. The following equipment is subject to the maintenance, inspection, and testing
procedures:
8.2.1. Equipment installed to detect fuel leaks, control heating, and control
pressurized systems;
8.2.2. Portable fire extinguishers, automatic sprinkler systems, and fixed
extinguishing systems;
8.2.3. Detection systems for smoke, heat, or flame;
8.2.4. Fire alarm systems; and
8.2.5. Emergency backup systems and the equipment they support.
9. TYPES OF HAZARDS
9.1. The following sections address the major workplace fire hazards at Ritsema
Associates’ facilities and jobsites, and the procedures for controlling the
hazards.
9.2. Electrical Fire Hazards
9.2.1. Electrical system failures and the misuse of electrical equipment are
leading causes of workplace fires. Fires can result from loose ground
connections, wiring with frayed insulation, or overloaded fuses, circuits,
motors, or outlets.
9.2.2. To prevent electrical fires, employees shall:
9.2.2.1.
Make sure that worn wires are replaced.
9.2.2.2.
Use only appropriately rated fuses.
9.2.2.3.
Never use extension cords as substitutes for wiring improvements.
9.2.2.4.
Use only approved extension cords [i.e., those with the
Underwriters Laboratory (UL) or Factory Mutual (FM) label].
9.2.2.5.
Check wiring in hazardous locations where the risk of fire is
especially high.
9.2.2.6.
Check electrical equipment to ensure that it is either properly
grounded or double insulated.
9.2.2.7.
Ensure adequate spacing while performing maintenance.
9.3. Portable Heaters
9.3.1. All portable heaters shall be approved by the jobsite Foreman,
Superintendent, or Safety Director. Portable electric heaters shall have
tip-over protection that automatically shuts off the unit when it is tipped
over. There shall be adequate clearance between the heater and
combustible furnishings or other materials at all times.
9.4. Office Fire Hazards
9.4.1. Fire risks are not limited to Ritsema Associates’ jobsites and industrial
facilities. Fires in offices have become more likely because of the
increased use of electrical equipment, such as computers and fax
machines. To prevent office fires, employees shall:
9.4.2. Avoid overloading circuits with office equipment.
9.4.3. Turn off nonessential electrical equipment at the end of each workday.
9.4.4. Keep storage areas clear of rubbish.
9.4.5. Ensure that extension cords are not placed under carpets.
9.4.6. Ensure that trash and paper set aside for recycling is not allowed to
accumulate.
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9.5. Cutting, Welding, and Open Flame Work
9.5.1. The Safety Director will ensure the following:
9.5.2. All necessary hot work permits have been obtained prior to work
beginning.
9.5.3. Cutting and welding are done by authorized personnel in designated
cutting and welding areas whenever possible.
9.5.4. Adequate ventilation is provided.
9.5.5. Torches, regulators, pressure-reducing valves, and manifolds are UL
listed or FM approved.
9.5.6. Oxygen-fuel gas systems are equipped with listed and/or approved
backflow valves and pressure-relief devices.
9.5.7. Cutters, welders, and helpers are wearing eye protection and protective
clothing as appropriate.
9.5.8. Cutting or welding is prohibited in sprinklered areas while sprinkler
protection is out of service.
9.5.9. Cutting or welding is prohibited in areas where explosive atmospheres of
gases, vapors, or dusts could develop from residues or accumulations in
confined spaces.
9.5.10. Cutting or welding is prohibited on metal walls, ceilings, or roofs built of
combustible sandwich-type panel construction or having combustible
covering.
9.5.11. Confined spaces such as tanks are tested to ensure that the atmosphere
is not over ten percent of the lower flammable limit before cutting or
welding in or on the tank.
9.5.12. Small tanks, piping, or containers that cannot be entered are cleaned,
purged, and tested before cutting or welding on them begins.
9.5.13. Fire watch has been established.
9.6. Flammable and Combustible Materials
9.6.1. The Safety Director, all Foremen, and all Superintendents shall regularly
evaluate the presence of combustible materials at Ritsema Associates
and all of its jobsite locations.
9.6.2. Certain types of substances can ignite at relatively low temperatures or
pose a risk of catastrophic explosion if ignited. Such substances
obviously require special care and handling.
9.6.3. Class A combustibles:
9.6.3.1.
These include common combustible materials (wood, paper, cloth,
rubber, and plastics) that can act as fuel and are found in nonspecialized areas such as offices.
9.6.3.2.
To handle Class A combustibles safely:
9.6.3.2.1. Dispose of waste daily.
9.6.3.2.2. Keep trash in metal-lined receptacles with tight-fitting covers
(metal wastebaskets that are emptied every day do not need
to be covered).
9.6.3.2.3. Keep work areas clean and free of fuel paths that could allow
a fire to spread.
9.6.3.2.4. Keep combustibles away from accidental ignition sources,
such as hot plates, soldering irons, or other heat- or sparkproducing devices.
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9.6.3.2.5. Store paper stock in metal cabinets.
9.6.3.2.6. Store rags in metal bins with self-closing lids.
9.6.3.2.7. Do not order excessive amounts of combustibles.
9.6.3.2.8. Make frequent inspections to anticipate fires before they start.
9.6.3.2.9. Water, multi-purpose dry chemical (ABC), and halon 1211 are
approved fire extinguishing agents for Class A combustibles.
9.6.4. Class B combustibles.
9.6.4.1.
These include flammable and combustible liquids (oils, greases,
tars, oil-based paints, and lacquers), flammable gases, and
flammable aerosols.
9.6.4.2.
To handle Class B combustibles safely:
9.6.4.2.1. Use only approved pumps, taking suction from the top, to
dispense liquids from tanks, drums, barrels, or similar
containers (or use approved self-closing valves or faucets).
9.6.4.2.2. Do not dispense Class B flammable liquids into containers
unless the nozzle and container are electrically interconnected
by contact or by a bonding wire. Either the tank or container
must be grounded.
9.6.4.2.3. Store, handle, and use Class B combustibles only in approved
locations where vapors are prevented from reaching ignition
sources such as heating or electric equipment, open flames,
or mechanical or electric sparks.
9.6.4.2.4. Do not use a flammable liquid as a cleaning agent inside a
building (the only exception is in a closed machine approved
for cleaning with flammable liquids).
9.6.4.2.5. Do not use, handle, or store Class B combustibles near exits,
stairs, or any other areas normally used as exits.
9.6.4.2.6. Do not weld, cut, grind, or use unsafe electrical appliances or
equipment near Class B combustibles.
9.6.4.2.7. Do not generate heat, allow an open flame, or smoke near
Class B combustibles.
9.6.4.2.8. Know the location of and how to use the nearest portable fire
extinguisher rated for Class B fire.
9.6.4.2.9. Water should not be used to extinguish Class B fires caused
by flammable liquids. Water can cause the burning liquid to
spread, making the fire worse. To extinguish a fire caused by
flammable liquids, exclude the air around the burning liquid.
The following fire-extinguishing agents are approved for Class
B combustibles: carbon dioxide, multi-purpose dry chemical
(ABC), halon 1301, and halon 1211. (NOTE: Halon has been
determined to be an ozone-depleting substance and is no
longer being manufactured. Existing systems using halon can
be kept in place.)
9.7. Smoking
9.7.1. Smoking is prohibited in all Ritsema Associates buildings and jobsites.
Certain outdoor areas may also be designated as no smoking areas. The
areas in which smoking is prohibited outdoors are identified by NO
SMOKING signs.
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10. TRAINING
10.1.
The Safety Director shall present basic fire prevention training to all
employees upon employment, and shall maintain documentation of the training,
which includes:
10.1.1. This Fire Prevention Plan, including how it can be accessed;
10.1.2. Good housekeeping practices;
10.1.3. Proper response and notification in the event of a fire;
10.1.4. Instruction on the use of portable fire extinguishers (as determined by
company policy in the Emergency Action Plan); and
10.1.5. Recognition of potential fire hazards.
11. PROGRAM REVIEW
11.1.
The Safety Director shall review this Fire Prevention Plan at least
annually for necessary changes.
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HOUSEKEEPING

1. SCOPE
1.1. Good housekeeping is the first rule of accident prevention and should be the
concern of every employee of Ritsema Associates.
2. EMPLOYEES
2.1. The following are a list of behaviors that are expected of each employee:
2.1.1. Place trash in proper containers.
2.1.2. Store materials, supplies, and equipment in a neat and orderly fashion.
2.1.3. When storing materials, supplies or equipment, place heavier items at
lower levels and lighter items above. Do not overstock shelves. Use
Common Sense.
2.1.4. Ensure all areas of egress are free of obstructions and tripping hazards.
2.1.5. Clean all spills when they occur. Clean slippery grease and oil spills with
a good detergent, remove any residues.
2.1.6. When performing tasks, maintenance, experiments, and other projects,
the job should always be cleaned up as soon as possible to reduce the
possibility of accidents or injuries.
2.1.7. All old, outdated, equipment and supplies no longer in use should be
disposed of appropriately and in a timely manner.
2.1.8. All surfaces should be kept clean and in a sanitary condition to preclude
possible: pest infestations, biological hazards, and unsightly nuisances.
2.1.9. Dry sweeping or dry brushing shall not be permitted where such activity
could contribute to employee exposure to respirable crystalline silica. Only
sweeping with the use of a non-silica based sweeping compound or
HEPA-filtered vacuuming shall be allowed.
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HAZARD COMMUNICATION

1. GENERAL
1.1. The following hazard communication program has been established for Ritsema
Associates.
1.2. This program will be available for review by all employees.
2. HAZARD DETERMINATION
2.1. Ritsema Associates will be relying on Safety Data Sheets from suppliers to meet
determination requirements.
2.2. Ritsema Associates is staying in compliance with the GHS for the new SDS.
3. LABELING
3.1. The Safety Director, Superintendents, and jobsite Foreman will be responsible
for seeing that all containers coming in are properly labeled.
3.2. All labels shall be checked for:
3.2.1. Identity
3.2.2. Signal Word
3.2.3. Hazard(s)
3.2.4. Pictogram(s)
3.2.5. Precautionary Statement(s)
3.2.6. Name Address and Phone Number of responsible party
3.3. Each Employee shall be responsible for seeing that all portable containers used
in their work areas are labeled with identity and hazard warning.
3.4. If a hazardous chemical is transferred from its original container into a new
container, the new container shall be labeled so as to identify its contents.
4.

SAFETY DATA SHEETS (SDS)
4.1. The Company Safety Director will be responsible for compiling the master SDS
file. It will be kept at each Branch Office.
4.2. Copies of SDSs for all hazardous chemicals to which employees may be
exposed will be kept in a file at each Branch Office.
4.3. SDSs will be available for review to all employees during each work shift. Copies
will be available upon request.
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4.4. Each Branch office of Ritsema Associates will be provided with the required
MIOSHA Right-To-Know posters and postings notifying employees of new or
revised SDSs within five (5) days of receipt of new or revised SDSs.

5. EMPLOYEE INFORMATION TRAINING FOR SDS
5.1. The Safety Director shall coordinate and maintain records of training conducted
for Ritsema Associates.
5.2. Before starting work, or as soon as possible thereafter, each new employee will
attend a safety training which will include information on:
5.2.1. Chemicals and their hazards in the workplace.
5.2.2. How to lessen or prevent exposure to these chemicals.
5.2.3. What the company has done to lessen or prevent workers' exposure to
these chemicals.
5.2.4. Procedures to follow if they are exposed.
5.2.5. How to read and interpret labels and SDSs.
5.2.6. Where to locate SDSs and from whom they may obtain copies.
5.3. The employee will be informed that:
5.3.1. The employer is prohibited from discharging, or discriminating against, an
employee who exercises the rights regarding information about
hazardous chemicals in the workplace.
5.3.2. As an alternative to requesting an SDS from the employer the employee
may obtain a copy from the Department of Public Health.
5.3.3. Attendance will be taken at training sessions. These records will be kept
by the company Safety Director.
5.4. Before any new hazardous chemical is introduced into the workplace, each
employee will be given information in the same manner as during the safety
class.
6. HAZARDOUS NON-ROUTINE TASKS
6.1. On occasion, employees are required to do work in hazardous areas (e.g.
confined spaces). Prior to starting work in such areas, each employee will be
given information about the hazards involved in these areas.
6.1.1.
6.1.2.
6.1.3.
6.1.4.

This information will include:
Specific chemical hazards.
Protection/safety measures the employee is required to take lessen take
Measures the company has taken to lessen the hazards, including
ventilation, respirators, the presence of another employee, and
emergency procedures.
6.1.5. It is the policy of Ritsema Associates that no employee will begin work in
a confined space, or any non-routine task, without first receiving a safety
briefing.
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7. INFORMING CONTRACTORS
7.1. It is the responsibility of Ritsema Associates to provide any other contractors
with employees exposed to our chemicals with the following information:
7.1.1. Hazardous chemicals with which they may come in contact.
7.1.2. Measures the employees should take to lessen the risks.
7.1.3. Where to get SDSs for all hazardous chemicals.
7.2. It is the responsibility of Jobsite Foreman, Superintendents, and the company
Safety director to obtain chemical information from contractors when they will
expose our employees to chemicals which they may bring into our workplace.

Hazard Communication

73

Revision 2017

LEAD LINED DRYWALL

1. HEALTH HAZARD INFORMATION
1.1. Routes of Exposure:
1.1.1. Inhalation: When scattered in the air as a dust, fume or mist, it may be
inhaled (breathed) and absorbed through the lungs and upper respiratory
tract irritation and it can result in both acute and chronic overexposure.
1.1.2. Ingestion: When it gets into the mouth and is swallowed, it may be
absorbed through the digestive system and can result in both acute and
chronic overexposure.
1.1.3. Skin: Dust, fume or mist, are not readily absorbed through the skin;
however, they may cause mechanical irritation to the skin.
1.1.4. Eyes: Dust, fume or mist may cause mechanical irritation.
1.1.5. Acute Overexposure: If left untreated - weakness, vomiting, loss of
appetite, uncoordinated body movements, convulsions, stupor, bloody
stools, and possible coma.
1.1.6. Chronic Overexposure: If left untreated – weakness, insomnia,
hypertension, slight irritation to skin and eyes, metallic taste in mouth,
anemia, constipation, headache, muscle and joint pains, neuromuscular
dysfunction, possible paralysis and encephalopathy.
2. PERSONAL PROTECTION PRECAUTIONS
2.1. Ventilation: Local exhaust ventilation shall be provided in areas where
exposures are above the permissible limits or threshold limit values specified by
OSHA or other local, state, and federal regulations.
2.2. Respiratory Protection: Use of approved (OSHA 29CFR1910.1025 (f))
respirators is required for applications where adequate ventilation cannot be
provided.
2.3. Eyes and Face: Face shields or vented goggles should be used around molten
metal. Safety glasses should be used for operations generating flying pieces.
2.4. Gloves: Gloves should be worn when handling the product.
2.5. Other Clothing and Equipment: Full protective clothing is required if the
permissible exposure limit (0.50 mg/m³) is exceeded. Hard hat, safety shoes,
and other safety equipment should be worn as appropriate for the environment.
3. FIRST AID
3.1. Inhalation: Remove from exposure. Get medical attention if experiencing affects
of overexposure.
3.2. Ingestion: Get immediate medical attention.
3.3. Eyes: Flush with large quantities of water. Get immediate medical attention.
3.4. Skin: Wash thoroughly with soap and water.
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4. SPECIAL PRECAUTIONS/PROCEDURES
4.1. Spill or Leak: Dust or particulate should be vacuumed or wet swept where
vacuuming is infeasible. Place material in dry, closed containers for disposal or
recycling. Do not use compressed air or dry sweeping for cleaning. Use
approved respiratory protection if dust/fume exposure possibility exists.
4.2. Waste Disposal Method: Material should be recycled if at all possible. Collection,
transportation, and storage should be in accordance with federal, state and local
laws.
4.3. Storage: Store in a dry area where accidental contact with hydrogen peroxide is
not possible.
4.4. Other Special Precautions/Procedures: Wash hands, face, neck and arms
thoroughly before eating or smoking. Eating and smoking should be confined to
non-contaminated areas. Work clothes and equipment should remain in
designated contaminated areas, and should never be taken home or laundered
with personal clothing. Do not use compressed air for blowing dust off of clothes.
Before using the product, consult the OSHA Federal Standard for Occupational
Exposure to Lead 29CFR1910.1025.
5. ADDITIONAL INFORMATION
5.1. Biological Limit for Lead: 50 micrograms lead/100 grams whole blood.
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ASBESTOS

1. PURPOSE
The purpose of this plan is to establish guidelines and procedures in the operations and
maintenance of asbestos-containing materials to protect all employees, contractors, visitors
and vendors from potential health hazards of asbestos related diseases.
This plan applies to all Ritsema Associates employees who do, or may do routine work during
which time an employee might encounter asbestos.
2. POLICY
It is the policy of Ritsema Associates that this program complies with MIOSHA PART 602.
Asbestos Standards for Construction and Federal OSHA 29 CFR 1926.1101. Only qualified
persons trained in the abatement of asbestos shall be involved in any asbestos repairs,
maintenance or removal. All Ritsema Associates employees shall be protected from exposure
to asbestos fibers by means of isolating and controlling access to all affected areas and during
any work activities involving asbestos. No Ritsema Associates employee shall knowingly
disturb any material containing asbestos under any circumstances.
3. HEALTH HAZARD INFORMATION
Asbestos is a common, naturally occurring group of fibrous minerals. Asbestos fibers have
been used in a variety of building materials. Generally, most asbestos is found in pipe
insulation, doors, textured paints and plasters, structural fireproofing, and floor tiles. Friable
asbestos (that is, material that contains more than 1% asbestos by weight and can be
crumbled by hand) is a potential hazard because it can release fibers into the air if damaged.
Long term exposure to airborne asbestos is necessary for chronic lung disease.
Significant and long-term exposure to asbestos from activities that directly disturb asbestos
containing materials (such as asbestos mining) can lead to a variety of respiratory diseases,
including asbestosis and mesothelioma (cancer of the lung lining). Asbestosis is a
nonmalignant, irreversible disease resulting in fibrosis of the lung. Asbestos-related cancers
tend to result from substantial long-term exposure, however, mesothelioma may result from
high amounts of exposure over a short time.
4. GENERAL RULES
4.1.
4.2.
4.3.

When in doubt, treat all building material as containing asbestos and comply with all
applicable rules and regulations and protective measures.
All Asbestos-Containing Material (ACM) shall be handled only by a licensed asbestos
abatement company.
When an employee questions whether they may be exposed to ACM, the employee
will immediately contact their site Foreman. The employee/s shall not resume working
at the site until the area has been checked to verify the material is not ACM. Site
Foreman shall contact the Safety Director to determine how to proceed.
Asbestos
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5. TRAINING
5.1.

5.2.
5.3.

Employees who are required to work on projects that have, or have been known to
have, materials containing asbestos shall be required to go through a 2 hour asbestos
awareness training.
Asbestos awareness trainings shall be completed annually for employees who will be
required to work on projects known to have materials containing asbestos.
2 hour asbestos awareness trainings shall include:

5.3.1.
5.3.2.
5.3.3.
5.3.4.
5.3.5.
5.3.6.
5.3.7.

the types, properties and uses of asbestos
ways to recognize asbestos
health effects of asbestos
types of activities which could release asbestos fibers
where asbestos can be found
Asbestos State and Federal regulations
How to avoid exposure.
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RESPIRABLE CRYSTALLINE SILICA

1. INTRODUCTION
It is the policy of Ritsema Associates to take precautions to eliminate potential hazards
in the workplace. The purpose of this Respirable Crystalline Silica Safety Program is to
provide the hazards associated with silica dust and outline the steps to take to ensure
employees who work with, or around silica are not exposed to hazardous levels of silica
dust; and to provide procedures for common silica related work duties to minimize
exposure in accordance with MIOSHA’s Part 690. Silica in Construction Standard.
2. SCOPE
This Respirable Crystalline Silica Safety Program applies to all Ritsema Associates
employees who may be exposed to silica dust through the methods outlined above; or
through other means, which are determined by Ritsema Associates Safety Director or
their supervisor.
3. HEALTH HAZARD INFORMATION
Crystalline silica is a basic component of soil, sand, granite and many other minerals.
Quartz is the most common form of crystalline silica. All materials containing silica can
result in the presence of respirable silica particles when chipping, cutting, drilling or
grinding takes place. Silica exposure occurs through inhalation of silica containing
particles and occurs through many construction and general industry methods. The most
severe exposures generally occur during abrasive blasting with sand to remove paint
and rust from bridges, tanks, concrete structures and other surfaces. Other activities that
may result in sever silica exposure include jack hammering, concrete mixing, concrete
drilling, brick and concrete cutting/sawing, tuck pointing, drywall finishing, and mixing of
fireproofing materials. Exposure to excessive silica dust over long periods of time can
result in lung cancer, chronic obstructive pulmonary disease (COPD), kidney disease, or
silicosis.
4. DEFINITIONS
4.1.

The following definitions are provided to allow for a better understanding of
Ritsema Associates Respirable Crystalline Silica Program.

4.1.1. Authorized person – An employee who has received proper training and
exposure monitoring to safely work with silica containing materials.
4.1.2. Crystalline Silica – Naturally occurring component in earth soils, sand, granite
and many other minerals resulting in many building materials containing silica.
4.1.3. Exposure Assessment – The initial determination to find if any employee may
be exposed to at or above the permissible exposure level of respirable
crystalline silica.
Respirable Crystalline Silica

78

2017

4.1.4. HEPA – High Efficiency Particulate Air. A filtering system capable of trapping
and retaining at least 99.97% of all particles of 0.3 micron in diameter and
larger.
4.1.5. Permissible Exposure Limit (PEL) – The OSHA permissible limit for silica dust
exposure. The PEL is set at .050 mg/m³, averaged over an 8-hour workday.
4.1.6. Action Level (AL) – The OSHA level for silica dust which requires medical
surveillance and hygiene monitoring. The AL is set at .025 mg/m³, averaged
over an 8-hour workday.
4.1.7. Silicosis – A lung disease caused by inhalation of silica dust. Silica dust can
cause fluid buildup and scar tissue in the lungs that cuts down the ability for
the lungs to fully function. The disease is not curable, but can be prevented
through the use of protective systems.
5. MATERIAL ASSESSMENT
5.1.

Any time there is a potential for silica containing materials to be involved in a
project, sources of silica must be assessed prior to disturbing. Ritsema
Associates Safety Director or an authorized contractor can perform building
material assessments to determine silica content in materials.

5.2.

Crystalline silica occurs naturally in the earth’s crust and is a basic component of
sand, concrete, brick, asphalt, granite, as well as many other materials.
Employees can be exposed to silica when working in areas of activities being
performed such as:
- Abrasive blasting
- Chipping or scarifying concrete
- Jack hammering
- Rock crushing
- Concrete crushing
- Moving or dumping of concrete, rock, or sand
- Drywall sanding
- Mixing of dry fireproofing material
- Mixing of concrete or grout - Demolition of concrete or brick
- Concrete drilling
- Using coatings containing silica
- Sawing concrete or bricks
- Removing coatings containing silica

5.3.

If airborne silica is expected to be generated during a project, exposure
monitoring shall be conducted or objective data shall be used to ensure all safety
precautions are followed to minimize exposure to airborne silica dust.

6. EXPOSURE MONITORING
6.1.

Initial Exposure Monitoring:

6.1.1. Initial exposure monitoring shall be conducted by Ritsema Associates Safety
Director or an authorized contractor to quantitatively evaluate the exposure to
airborne silica.
6.1.2. Exposure monitoring shall be conducted on employees during work activities
that have the potential to expose employees to high levels of airborne silica
dust.
6.2.

Periodic Exposure Monitoring:

6.2.1. Where the most recent exposure monitoring indicates levels greater than, or
equal to the Action Level (.025 mg/m³), periodic exposure monitoring is
required to be conducted within 6 months of the most recent monitoring.
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6.2.2. Where the most recent exposure monitoring indicates levels greater than, or
equal to the Permissible Exposure Limit (.050 mg/m³), periodic exposure
monitoring is required to be conducted within 3 months of the most recent
monitoring.
6.3.

Termination of Exposure Monitoring:

6.3.1. Periodic exposure monitoring may be discontinued if results from two
consecutive sampling periods taken at least 7 days apart show that employee
exposure is below the Action Level.
7. EXPOSURE CONTROL
7.1.

Pre Task Planning:

7.1.1. Prior to a projects start, materials to be used on the project that contain silica
shall be identified and potential hazardous exposures reviewed.
7.1.2. Before work activities that require the use of materials containing silica are to
be started, written exposure control plans shall be drafted and then reviewed
with all affected employees.
7.2.

Administrative/Engineering Controls:

7.2.1. Where silica exposure at or above the Permissible Exposure Limit have been
documented, or are expected, appropriate engineering controls or work
practices shall be implemented, where feasible.
7.2.2. Typical controls may include:
7.2.2.1.
Substituting non-silica containing materials for use when feasible.
7.2.2.2.
Local exhaust ventilation
7.2.2.3.
General ventilation
7.2.2.4.
Vacuum methods with HEPA filters
7.2.2.5.
Distance
7.2.2.6.
Dust control products
7.2.2.7.
Containment
7.2.2.8.
Use of water to keep dust down
7.2.2.9.
General work practices such as good housekeeping, worker rotation,
development of specific Standard Operating Procedures to minimize
exposure.
7.3.

Personal Protective Equipment (PPE):

7.3.1. In addition to administrative/engineering controls, employees may be required
to wear specific PPE during the disturbance of silica containing materials
and/or when airborne silica is present. The level of protection will depend on
the task being performed and the tools being utilized to complete the task.
7.3.2. Recommended PPE could include, but not limited to:
7.3.2.1.
Respiratory Protection
7.3.2.2.
Disposable or reusable work clothing to keep from spreading the dust
or brining the dust home.
7.3.2.3.
Leather gloves
7.3.2.4.
Safety glasses or goggles
7.3.2.5.
Face shield
7.3.2.6.
Boot covers or rubber boots
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8. HOUSEKEEPING
8.1.

In areas where silica containing dust may be present, all surfaces must be
maintained free from accumulations of dust to minimize potential silica exposure.
Dust and other silica containing debris must be removed from work areas as
soon as possible.

8.2.

Acceptable methods for removing dust containing silica are the use of HEPA
vacuum cleaners, wet moping or the use of sweeping compound.

8.3.

Unacceptable methods for removing dust containing silica include dry sweeping,
vacuum cleaners not equipped with HEPA filters or the use of compressed air.

8.4.

Follow all recommended procedures and utilize recommended PPE during silica
containing debris cleanup activities.

9. MEDICAL SURVEILLANCE
9.1.

Employees exposed to silica levels above the Permissible Exposure Limit or any
employee working with silica who develops signs/symptoms of excessive
exposure, should be enrolled in the Medical Surveillance Program.

9.1.1. All medical surveillance shall be performed by a physician or other licensed
health care professional and results will be provided to the affected employee
and the company’s Safety Director within 15 days of the assessment.
9.1.2. The Medical Surveillance Program shall consist of baseline examination and
chest X-ray.
9.1.3. Employees enrolled in the medical surveillance program should be examined
annually, or at least every 3 years, to track any changes as a result to
exposure to silica dust.
10. TRAINING AND RECORDKEEPING
10.1.

Hazard Communication Training is required by all Ritsema Associates
employees and will be conducted upon hiring.

10.2.

Silica Awareness Training will be conducted for all employees that will be, or
have the potential to be, exposed to silica dust during work activities.

10.3.

Any employee that will be required to wear a respirator shall be given respiratory
protection training, medical clearance and fit testing prior to being assigned to a
task.

10.4.

The Safety Director shall maintain all training records, medical surveillance and
exposure monitoring results.
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INJURY & INCIDENT

1. SCOPE
1.1.

Every employee of Ritsema Associates shall be fully responsible for
implementing the provisions of this safety program as it pertains to the
operations under their position. The responsibilities listed below are a
minimum and shall in no way be construed to limit individual initiative or to
implement more comprehensive procedures to reduce losses.

2. TREATMENT
2.1.

In the event of an incident which causes life-threatening injury, 9-1-1 must be
called and directions from dispatcher must be followed.

2.2.

All non-life-threatening injuries shall be treated immediately on-site, or at a
company approved facility. The following are a list of company approved
facilities for each branch location:

2.2.1. Grand Rapids, Michigan
Med 1 (1140 Monroe Ave NW, Suite 150, Grand Rapids, MI 49513)
(616)459-6331 (Breton location: 4433 Breton Ave SE (616)281-6000)
(Holland location: 383 Garden (616)494-8271
2.2.2. Kalamazoo, Michigan
Bronson Pro-Health (820 John St. Suite 102, Kalamazoo, MI 49001)
(269)341-8600
2.2.3. Traverse City, Michigan
Munson Occ Health (550 Munson Ave. Traverse City, MI 49686)
(231)935-8590
2.3.

Additional Medical Facilities will be established as needed for “out of town”
work sites.

2.4.

Any employee that sustains an injury, or is involved in the injuring of another
employee, during working hours shall undergo drug-testing as per company
policy.

3. REPORTING
3.1.
All injuries must be reported within 24 hours:
3.1.1. Employee reports injury to Foreman.
3.1.2. Foreman reports injury to Safety Director.
3.1.3. Safety Director and/or Foreman reports injury to Superintendent.
3.2.

All Injuries must be reported to Company Safety Director within 24 hours.
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3.3.

All injuries must have an injury report filled out and emailed/faxed to
Company Safety Director within 24 hours.

3.4.

All Near-Miss incidents must be reported in the same fashion as an injury.

3.5.

All injuries and Near-Miss incidents shall be reported without fear of
reprimand.

3. INVESTIGATIONS
3.1.
3.2.

3.3.
3.4.

4.

All injuries will be investigated and documented by the project Foreman and
Safety Director.
Any tool and/or equipment used or near the site of injury must not be used
until investigation concludes that the tool(s) and/or equipment were not
involved or were not found to be a cause or contributing factor to the injury.
Pictures of injury location may be taken.
Corrective action and re-training must be done soon after root-cause is
identified.

NON WORK-RELATED INJURIES
4.1.

Any employee that has taken any time off from work, due to non-work related
injuries, must be examined and cleared to work without restrictions by a
company approved medical facility, before returning to work.
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FIRST AID

1. MEDICAL SURVEILLANCE
1.1. Before work begins on a construction site, the (site superintendent) will ensure
the medical availability of medical personnel for advice, consultation, and
treatment of medical emergencies.
1.2. A medical emergency facility within reasonable driving distance will be
established for any “out of town” work.
2. RESPONDER
2.1. Any employee, acting as a designated first aid responder or as a Good
Samaritan by rendering emergency first aid care, will receive appropriate followup medical treatment by a licensed healthcare provider immediately after
exposure.
3. TRAINING
3.1. Designated first aid responders will have a current first aid card in order to
render first aid. The training must be from the U.S. Bureau of Mines, the
American Red Cross, or equivalent and will be documented.
3.2. All training certificates shall include training on:
3.2.1. First Aid
3.2.2. CPR
3.2.3. Use of an AED
4. SUPPLIES
4.1. First aid supplies will be available on each jobsite. Sufficient number of kits will
be on hand to ensure immediate use.
4.2. Site foreman/lead person shall monitor first aid supplies on jobsites and request
additional supplies needed to warehouse manager.
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SEVERE WEATHER EMERGENCIES

PURPOSE
The procedures set forth in this severe weather emergency program are to serve as a basic
guide to responding to various severe weather conditions such as tornados, strong winds,
heavy rain and flooding, hot or cold temperatures, or lightning storms. Severe weather can
sometimes be unpredictable and not every jobsite will be the same. Additional planning and
procedures may be implemented as needed.
ROLES & RESPONSIBILITIES
Management
-

Comply with the requirements set forth in the OSHA standard 29 CFR 1910.38.
Provide employees with necessary supplies and equipment needed to operate safely in
severe weather emergencies.

Safety Director
-

Responsible for keeping this severe weather emergency program up to date, practiced,
and reviewed periodically.
Creating site specific severe weather emergency programs as needed.
Coordinate and maintain records of trainings for employees
Ensure that Foreman have the supplies and equipment needed to keep employees safe
in severe weather emergencies.

Superintendent
-

Ensure that this severe weather emergency program coincides with the general
contractors or project business owners’ severe weather emergency program.
Notify the company Safety Director if additional planning or procedures are needed.

Site Foreman
-

Understand and implement the procedures set forth in this severe weather emergency
program on the job site.
Communicate with field employees the established routes, shelters, and locations of
emergency supplies and equipment located on the job site.
Pre-plan severe weather emergency actions on site with the controlling contractor or
project business owner.
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Critical Operations Manager
-

During the event of a severe weather emergency, the site Foreman shall take on the role
of Critical Operations Manager for all Ritsema employees on site.
Activate alarms when severe weather is spotted.
Ensure that all employees are safely directed to designated shelters or meeting areas
and provide assistance to employees requiring the same.
Account for all employees once everyone has reached the designated safe area.
Report the status of employees and site conditions to the company Safety Director.

Employees
-

Review this severe weather emergency program periodically.
Know the emergency routes and locations of designated meeting areas and shelters
located on the job site.
If trained to do so, assist the Critical Operations Manager with evacuation procedures.
Follow all of the policies and procedures in this severe weather emergency program.

TRAINING
1. Employees shall receive severe weather emergency awareness training:
-

When this program is initiated
Whenever there are changes made to this program
Initially for new employees
Periodically to ensure skills and knowledge are up to date

2. Foremen shall receive additional training to be able to operate as Critical Operations
Managers. This training shall take place:
-

When this program is initiated
Whenever there are changes made to this program
Periodically to ensure skills and knowledge are up to date

REPORTING PROCEDURES
1. As soon as it is safe to do so, the Critical Operations Manager shall contact local
authorities, e.g. Police, Fire, Paramedics, Utilities Companies, to notify of an emergency
when destruction of property or an injury has occurred.
2. After local authorities have been contacted and all employees are safe and accounted
for, the Critical Operations Manager shall contact the company Safety Director to give an
update on the status of employees and the emergency situation.
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SHELTERS, MEETING AREAS, & ROUTES
1.
2.
3.
4.

Shall be coordinated with the Controlling Contractor or project Business Owner
Shall be established prior to work beginning on a job site
Primary and secondary entry and exit routes shall be established
All emergency exits, routes and designated meeting areas shall be posted in a
conspicuous location on the job site.
5. When a severe weather alarm is given, the Critical Operations Manager and any trained
personnel assigned to assist the Critical Operations Manager will:
-

Assume positions in the vicinity of entry routes, shelters and meeting areas
Insure all employees are directed to shelters and designated meeting areas
Provide assistance to employees who require

6. Once all employees are safely in shelters or designated meeting areas, the Critical
Operations Manager shall conduct a headcount to ensure all employees are accounted
for.
7. All employees shall remain in shelters or designated meeting areas until it has been
deemed safe to exit by local authorities or trained personnel.
TORNADOS
1. Tornado Watch
1.1.

If a "Tornado Watch" is issued by the National Weather Service, the site Foreman
should:
-

monitor weather conditions
listen for broadcast warnings
notify employees working on site to be on alert
report threatening conditions to:




2.

1st – Controlling Contractor on site
2nd – Superintendent
3rd – Safety Director

Tornado Warning
1.2.

If a "Tornado Warning" is issued by the National Weather Service (meaning that a
tornado has actually been sighted in the area) or if a funnel cloud is seen by an
employee, the following steps should be taken:
-

The Site Foreman will notify all personnel working at the job site by the most
expeditious means possible.
All Ritsema employees will be directed by the site Foreman and/or Controlling
Contractor to seek shelter immediately in the job sites designated shelter
areas.
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-

If no advance warning is received, all Ritsema employees should seek shelter
in the designated shelter areas immediately. If getting to a designated shelter
area is not possible, employees should seek safety:
 Inside a secure structure away from windows and exterior doors.
 Underneath any secured piece of equipment which may offer
protection from falling debris.
 In a low level ground area covering your head with hands.

STRONG WINDS
1. Strong winds have the potential of being just as damaging as a tornado and should be
treated as such. When a strong wind advisory is issued:
-

Foreman should monitor a radio or a weather app on their phone
No one should work from an elevated height outdoors
If safe to do so, secure any loose materials or equipment that could potentially
be picked up by the wind
If Strong winds become severe:
o Seek shelter in a secure structure away from windows and exterior
doors
o If a secure structure is not accessible, employees should seek shelter
in a hard-topped vehicle with the windows up and seatbelts on

LIGHTNING
1. If lightning is spotted, or thunder is heard, while working outdoors, employees should
immediately:
-

Notify their site Foreman
Move indoors to a safe structure. The safest structures are fully enclosed
buildings with electrical wiring and plumbing
If a safe structure is not accessible, employees should seek shelter in a hardtopped meatal vehicle with the windows rolled up
Employees should stay inside shelters for at least 30 minutes after hearing the
last sound of thunder.

HEAVY RAIN AND FLOODING
1. In the event of, or the potential for, heavy rain and flooding, employees should:
-

Move to an elevated area (e.g. 2nd floor or higher level of a building)
Not conduct work in trenches or below ground level areas as these areas
could become flooded very fast
Be cautious not to use or stand near any energized electrical equipment
If time permits and employees are not in immediate danger, secure any loose
materials and equipment that could potentially be swept away by flooding
water.
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HEAT RELATED INJURIES
1. Working in hot environments can promote accidents such as burns and mishaps caused
by slippery, sweaty palms, or fogged safety glasses. Less obvious are accidents caused
because workers are experiencing physical and mental fatigue from heat stress during
hotter work days, precautionary measures should be taken to avoid heat related
emergencies. These measures should include, but not be limited to:




Wearing light-colored, light-weight clothing
Drinking plenty of fluids (a cup of water every 20 minutes or so under
extremely hot conditions)
Taking frequent breaks in a cool area

2. Heat related emergencies, signs, symptoms, and treatment;
-

Heat Stroke: This is the most serious health problem caused by working in
hot environments, and early recognition and treatment of it is critical.
Symptoms include throbbing headache, dizziness, lack of sweating despite
heat, red, hot, and dry skin, muscle weakness or cramps, nausea and
vomiting, even convulsions. Treating someone experiencing a heat stroke
should consist of:







-

Immediately administering first aid by trained personnel
Call 911. Emergency medical treatment is crucial in preventing brain
damage or death (if emergency response is delayed, call the hospital
emergency room for additional instructions)
Take the person to a cool area
Soak the persons clothes with water
Vigorously fan the body until help arrives
Do not give the victim fluids to drink that contain alcohol or caffeine

Fainting or Heat Collapse: This usually occurs in the un-acclimatized worker
because the brain isn't receiving enough oxygen. Workers who stand erect
and immobile are especially prone to fainting. Fainting can be extremely
dangerous if workers fall while they're operating heavy or hot equipment.


-

Evaluate the person for any injuries and have a trained person
administer first aid if needed.
 If no injuries are discovered, move the person to a cool shaded area.
 Cool the person down with wet clothes or ice packs.
 If the person is conscious, have them drink cool water
Heat Exhaustion: This condition is caused by losing large amounts of fluid
through sweating. Symptoms range from extreme weakness or fatigue,
giddiness, nausea, chills, and headache to vomiting or fainting. The skin will
be clammy and moist, the complexion can be pale or flushed, but the body
temperature will be normal or only slightly elevated. If a person is experiencing
heat exhaustion, you should:



Help the person to a cool shaded area
Have them lie down
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-

Give them cool water to drink
Severe cases may require medical treatment

Heat Cramps: These are painful muscle spasms caused by electrolyte
imbalances in the body. They usually occur among workers who are
performing hard physical labor, sweat profusely, and drink either too much or
too little water. To prevent and alleviate heat cramps, workers should:



Drink about a cup of water, or a high electrolyte drink, every 20
minutes or so
Seek medical treatment if cramps persist for an hour or more

COLD RELATED INJURIES
1. Ritsema employees are exposed to cold or freezing temperatures every year while
working outside on job sites. Plummeting temperatures increase the risk of cold-related
injuries for employees who spend part or all of their workdays outside. To help prevent
cold-related injuries, workers working in cold or freezing temperatures should;








Wear proper clothing for cold, wet and windy conditions including
layers that can be adjusted to changing conditions
Take frequent short breaks in a warm dry shelter
Avoid exhaustion or fatigue because energy is needed to keep
muscles warm
Drink warm, sweet beverages and avoid drinks with caffeine
Eat warm, high-calorie foods
Work in pairs so that one worker can recognize danger signs
If possible, try to schedule work for the warmest part of the day

2. Cold-related emergencies, signs, symptoms, and treatment;
-

Hypothermia: Occurs when body heat is lost faster than it can be replaced
and the normal body temperature (98.6°F) drops to less than 95°F.
Hypothermia is most likely at very cold temperatures, but it can occur even at
cool temperatures (above 40°F), if a person becomes chilled from rain, sweat,
or submersion in cold water. Symptoms include shivering and when symptoms
worsen, shivering stops, loss of coordination, confusion and disorientation,
unable to walk or stand, dilated pupils, slowed pulse and breathing, and loss
of consciousness. If a person is noticed with signs and symptoms of
hypothermia you should:




Call 911 immediately in an emergency; otherwise seek medical
assistance as soon as possible.
Move the person to a warm, dry area
Remove wet clothing and replace with dry clothes, cover the body
(including the head and neck) with layers of blankets; and with a
vapor barrier (e.g. tarp, garbage bag). Do not cover the face.
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If medical help is more than 30 minutes away:
o

o


-

If a person is not breathing or has no pulse, persons trained in CPR
should evaluate the victim and start rescue breaths if needed. Chest
compressions should only be directed by the 911 operator. Chest
compressions are typically recommended only if the patient will not
receive medical care within 3 hours.

Frostbite: This is an injury to the body that is caused by freezing of the skin
and underlying tissues. The lower the temperature, the more quickly frostbite
will occur. Frostbite typically affects the extremities, particularly the feet and
hands. Amputation may be required in severe cases. Signs and symptoms of
frostbite are reddened skin that develops gray/white patches, numbness in the
affected part, skin feels firm or hard and blisters may occur in the affected part
in severe cases. If you notice yourself, or another employee, showing signs
and symptoms of frostbite you should:







-

Give warm sweetened drinks if alert (no alcohol), to help
increase the body temperature. Never try to give a drink to an
unconscious person.
Place warm bottles or hot packs in armpits, sides of chest, and
groin. Call 911 for additional rewarming instructions.

Follow the recommendations described above for hypothermia.
Do not rub the affected area to warm it because this action can
cause more damage.
Do not apply snow/water. Do not break blisters.
Loosely cover and protect the area from contact.
Do not try to rewarm the frostbitten area before getting medical help;
for example, do not place in warm water. If a frostbitten area is
rewarmed and gets frozen again, more tissue damage will occur. It is
safer for the frostbitten area to be rewarmed by medical
professionals.
Give warm sweetened drinks, if the person is alert.

Immersion/Trench Foot: This is caused by prolonged exposure to wet and
cold temperatures. It can occur at temperatures as high as 60°F if the feet are
constantly wet. Non-freezing injury occurs because wet feet lose heat 25times faster than dry feet. To prevent heat loss, the body constricts the blood
vessels to shut down circulation in the feet. The skin tissue begins to die
because of a lack of oxygen and nutrients and due to the buildup of toxic
products. Symptoms of immersion/trench foot are redness of the skin,
swelling, numbness, and blisters. If you are showing signs of immersion/trench
foot, you should:
 Call 911 immediately in an emergency; otherwise seek medical
assistance as soon as possible.
 Remove the shoes, or boots, and wet socks.
 Dry the feet.
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