Safe Operating Procedure:

CIRCLE CHECKS FOR VEHICLES, TRAILERS, AND
EQUIPMENT

What should I do before starting a vehicle, using a trailer or operating
equipment?

e Read, understand, and follow manufacturer's operating manuals.

e Know how to operate the vehicle and use any related equipment or
attachments safety. Be familiar with the location and function of all
the controls.

e Inspect your vehicle, trailer &/or equipment daily.

e Develop a routine method of inspecting vehicles, trailers, and
equipment. A good example is the one shown below:

Start at the front on the driver's side and walk towards the
back, and around past the passenger side and back to the
driver’s side — until you have made a complete circle and
checked all the listed components for defects.



- B
- 7 NN
-
i
g Windows
J Mimors
',Hum k."'-.. ..--"‘dlli
, Steenng Whiesl
Freeplay
Hozas & Elecimical
l Cionnechions
\ 5200, Turm &
\ﬂhirml.lqm
\ Licance Fiates
"‘Hnm
Tailgate or Firtal Hook
Rgar doars Towireg
~ Attachment
b
~w == [ ﬂ N —

>

Radialor and

Crankcass Leysls.

Wheel Lugs,
Muts and Tires

\

Fugl Tanks ]

Exhawst System

Bih W heed

Landing Gear 1

/

Tamps & Lashings j‘

o
e



CIRCLE CHECKS continued.....

Check for correct operation of the following:

e Parking Brake--holds against slight acceleration.

e Foot Brake--holds, stops vehicle smoothly.

e Clutch and Gearshift--shifts smoothly without jumping or
jerking.

e Steering--moves smoothly; no "play".

e Lights--headlights, warning lights, and turn signals
operational.

e Dash Control Panel--all lights and gauges operational.

e All Moving Parts--no strange noises.

e Horn--operational.

e Visibility--mirrors properly adjusted; windows clean and
intact.

e Wipers/washer--functioning and intact.

e Tires--pressure, tread depth or damage.

e Wheels and fasteners--no defects in rims, loose or
missing fasteners.

e Seat belts--in good condition and being used.

e Vehicle back-up alarm--operational, where required.

e Hydraulic systems--no evidence of leaks and systems
operate smoothly.

e On tractors, power take off shields--in place.

e Fluid levels - oil, gas, brakes, washer fluid. Check for leaks.

e Load--secure and complying with regulations; hitch in
good condition.

e Emergency equipment--installed and inspected as
required by law or company policy.

e Report any defects to your supervisor immediately.



Safe Operating Procedure
CLEANING SOLVENTS AND FLAMMABLES

Cleaning solvents are used in the day-to-day work to clean tools and
equipment. Special care must be taken to protect the worker from hazards,
which may be created from the use of these liquids. Wherever possible,
solvents should be non-flammable and non-toxic.

The foreman must be aware of all solvents/FLAMMABLES that are used on the
job, and be sure that all workers who use these materials have been instructed
in their proper use and any hazard they pose.

PPE Required:
e Goggles or Face Shield
e Rubber Gloves

e Coveralls
e Respirator (organic gas cartridges)
Procedure:

Applies when solvents/flammables are used.

e Use non-flammable solvents for general cleaning.

e When flammable liquids are used, make sure that no hot work is permitted in
the area.

e Store flammables and solvents in Flammable material cabinets or storage areas.

e Check toxic hazards of all solvents before use. (MSDS)

e Never mix together — can create your own chemical storm.

e Provide adequate ventilation where solvents and flammables are being used.

e When breathing hazards exist, use the appropriate respiratory protection.

e Never leave solvents in open tubs or vats - return them to storage drums or
tanks.

e Ensure that proper containers are used for transportation, storage and field
useof solvents/flammables.

e Where solvents are controlled products, ensure all employees using or in the
vicinity of use or storage are trained and certified in the Workplace Hazardous
Materials Information System. Ensure all WHMIS requirements are met.



Safe Operating Procedure
ELECTRIC HANDHELD TOOLS

Personal Protective Equipment

Safety Glasses

Safety Vest

Steel Toed Boots

Hearing Protection

Any other PPE recommended in the operator’'s manual for the tool you
are using.

Gloves may or may not be worn — refer to the operator’s manual for
recommendations. Gloves can get entangled in certain types of tools and
cause severe injury.

Rings, jewelry must not be worn!

Clothing must tight fitting to prevent entanglement.

Long & loose hair must be contained.

Procedure:

All personnel must read the operators manual and understand all safety and
operating instructions before using electric handheld tools. If unsure ask a
supervisor to help you.

Ensure space you are working in is free of debris, objects, or hazards to
prevent slips, trips, and falls.

Clear area of flammables.

Clear area of bystanders.

Check tool for wear and tear, missing parts, guards, damaged cord, etc.
If a tool is defective in any way, DON'T USE IT. Remove from service,
Tag it out and advise supervisor.

If using power tool outdoors — use an extension cord suitable for outdoor
use.

Do not expose power tools to rain or wet conditions.

Remove any adjusting keys or wrenches before turning power tools on to
prevent personal injury.

Ensure tool is in off position before plugging it in.



If there is a wobble, vibration, or burning smell when tool is on or while in
use. Turn tool off and unplug it. DON'T USE IT. Remove from service,
tag it out and advise supervisor.

Always wait until the power tool has come to a complete stop before
putting it down.

Use the correct tool for the job.



Safe Operating Procedure
FIRE EXTINGUISHERS

Fire extinguishers come in a variety of types and sizes. The majority of the fire
extinguishers in County buildings are Class ABC extinguishers, meaning that they are
suitable to extinguish ordinary combustible fires (e.g. wood and paper), flammable liquid
fires, and electrical fires. All employees must familiarize themselves with their building
and the location of the fire extinguishers in it. If you notice smoke or a fire, take the
following action:

Determine if the fire can be controlled with a fire extinguisher. Ask yourself:
- Am | bigger than the fire?

If so, the fire is still in its beginning stages and there is a good chance it can be
controlled with a fire extinguisher.

- Do I have the correct type of extinguisher for what is on fire?
Class ABC fire extinguishers should only be used to extinguish ordinary
combustibles, flammable liquid fires, and electrical fires.

- Is the fire extinguisher properly pressurized and in good condition?
Check the gauge, if the needle is in the green you are good. Check the condition
of the extinguisher for damage prior to using it — DO NOT use a visibly damaged
extinguisher.

- Do | feel comfortable attempting to extinguish the fire?
Remember, you have the obligation to refuse unsafe work which includes
refusing to do things that you don't feel you are adequately trained to do.

If you answer “yes” to all of the questions above, proceed with the following:

To operate an extinguisher:

Pull
Aim

PULL the pin

M SQUEEZE
Squeezﬁ P e the handle
S === _____;‘,-"ofﬁre
WEEE N i

\
s @SWEEP nozzle
side to side

Use the Correct Extinguisher
Check Label for Complete Instructions

If you have answered “no” to any of the above questions:
Pull the fire alarm pull station closest to you. Evacuate the building.



Safe Operating Procedure
FUELING PROCEDURE

When fueling the driver must follow their department’s Safe work Practices and all
posted procedures at the fueling station. Safe fueling procedure is as follows:

1.

2.
3.
4

9.

Put the vehicle in park and/or set the emergency brake.

Shut off engine.

Ensure that the fuel is the correct type for the vehicle.

Do not smoke, use your cellphone, light matches or lighters while fueling at the
pump or when using fuel anywhere else.

Familiarize yourself with the location — identify emergency shut off switch, spill
kits, site attendants, and a safe location to evacuate to if needed.

Although nozzles are equipped with an automatic shut off to prevent overfill,
spills may still occur. Do not leave the nozzle unattended.

Use only the refueling latch provided on the dispenser nozzle. Never jam the
nozzle open.

Do not re-enter your vehicle during refueling. If you cannot avoid reentry,
discharge any static build up BEFORE reaching for the nozzle by touching
something metal (such as the vehicle door) with a bare hand away from the
nozzle.

Replace the filler cap when finished.

In the event of a fire, leave the nozzle in the tank and back away from the
vehicle, notify the station attendant or hit the emergency shut off. Evacuate to
safe location, and call 9-1-1. Report to your supervisor or manager.

Note: if errors are made when using the Cardlock, notify the Shop so adjustments can
be made to the monthly statement.

Fuel Spills

In the event of a fuel spill take the following steps:

1.
2.
3.

o

Isolate the affected area.

Extinguish any open flames if present and only if safe to do so.

Ensure you are wearing appropriate PPE including: high visibility clothing, steel
toed footwear, gloves, and eye protection.

Stand up wind of the spill (if this is not possible consider the use of a respirator)
Shut off nozzle and/or secure container or tank from further leaking.

Contain the spread of the spill using soil, sand, kitty litter, sawdust, spill pillows
etc.

Shovel contaminated absorbent or soil into a clean container.

Dispose of contaminants in accordance with Alberta Environment report incident.



- Safe Operating Procedure
HOISTING - PROPER LIFTING PRACTICES

Evaluating the Load
Determine the weight of the object or load prior to a lift to make sure that
the lifting equipment can operate within its capabilities.

Balancing the Load
Estimate the center of gravity or point of balance. The lifting device should
be positioned immediately above the estimated center of gravity.

Landing the Load
Prepare a place to land the load, lower the load gently and make sure it is
stable before slackening the sling or chain.

e NEVER exceed the working load limits of your sling.

e Make sure the hoist or crane is directly over the load.

e Useslings of proper reach. Never shorten aline by twisting or knotting. With
chain slings, never use bolts or nuts.

e Never permit anyone to ride the lifting hook or the load.

e Make sure all personnel stand clear from the load being lifted.

e Never work under a suspended load, unless the load is properly supported.

e Never leave a load suspended when the hoist or crane is unattended.

e Inspect all slings thoroughly before each use and maintain them in good
condition.

e Inspect each chain or sling for cuts, nicks, bent links, bent hooks, etc., before
each use. If in doubt, don't use it.

e Ensure that safety latches on hooks are in good working condition.

e Ensure that the signaler is properly identified and understands the techniques
of proper signaling.

e Make sure a tagline is used to control the load.

If unsure of procedures — don’t use it. Ask your supervisor.



Purpose:

Safe Operating Procedure
Hot and Cold Weather and Outdoor Work

To establish a general hot weather plan for employees who may have
negative health impacts associated with working outdoors in extreme

heat.

Required Equipment:

Training:

Long sleeve shirt
Sunscreen (recommended)
Hat

Sunglasses (recommended)
Water

Weather forecast

Humidex Rating

Review safe work practice and associated hazards.

Procedure:
1.

S

Take time to acclimatize to working in the heat. In extreme circumstances
(i.e. heat waves), it can take up to two weeks to fully acclimate to the
increased temperature. This can be further impacted by age, physical
condition, outdoor temperature, etc.

Wear lightweight, light colored clothing. Long sleeves will provide
additional protection from harmful UV rays.

Keep hydrated by drinking plenty of cool fluid (preferred water). Drink one
cup of water for every 20 minutes of outdoor activity regardless of whether or
not you are thirsty.

Take breaks in cool or shady areas.

Schedule strenuous activities for cooler times throughout the day (i.e. first
thing in the morning).

Adjust your pace according to temperature and your abilities. Reduce the
amount of physical effort required to perform strenuous activities. Ask for
assistance or use lifting assists if available.

Wear a hat that both covers your head and shields your face.

It is recommended that you wear sunglasses and sunscreen with a sun
protection factor (SPF) of 30 or greater. If using sunscreen, apply at least
15 minutes before exposure to the sun and reapply at least every two
hours.



Find the temperature and relative humidity on the graph below to
table to determine your response and modify your work accordingly.

determine the humidex rating
3. Once you have determined the humidex rating, use the following

skin, fatigue, mood changes, dizziness, muscle cramps).
Look up the local forecast

10. Use humidex rating to modify your work activities:

2.

9. Watch for signs of heat stress in co-workers (excessive sweating, flushed
1.
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How to calculate humidex:

Calculating Humidex
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Temperature (°C)
Great Discomfort/Avoid Exertion

Dangerous
Heat Stroke Imminent

No Discomfort
Some Discomfort

Less than 29

30-39

40-45
Above 54

Above 45




1. Once you have determined the humidex rating (above) use the following table to
determine your response and modify work accordingly.

Humidex Based Response

Humidex Reading

Response Humidex Reading
Category A Worker* (in addition to each previous level) Category B Worker*
25-29 Provide water as needed 32-35
e orer of acad
pltorkers of Hezersymptons
38-39 S 4344

45 minute break per hour of work
(in addition to the provisions above)
Medical supervision required
*Category A Worker — Moderate Physical Work (unacclimatized) OR Heavy Physical Work (acclimatized)
*Category B Worker — Moderate Physical Work (acclimatized) OR Light Physical Work (unacclimatized)




COLD WEATHER RESPONSE PLAN

Wind
Chill

Frostbite
Risk

Health Concern

Response

(°C)
- Slight discomfort - Dress warm/appropriate for
weather
-10to- | Low - Uncomfortable - Dress in layers of warm
27 - Risk of hypothermia increases | clothing,
- Wear wind resistant outer layer
- Cover head and hands
- Keep active
-28to - | Medium - Watch for frosthite - Dress in layers of warm
39 (exposed (numbness/whitening of clothing,
tissues can exposed skin tissue) - Wear wind resistant outer layer
freeze in - Risk of hypothermia increases | - Cover exposed skin
10-30 min) - Keep active
-40to - [ High - Watch for frostbite - Dress in layers of warm
47 (exposed (numbness/whitening of clothing,
tissues can exposed skin tissue) - Wear wind resistant outer layer
freeze in - Risk of hypothermia increases | - Cover exposed skin
5-10 min - Keep active




Safe Operating Procedure
HOUSEKEEPING

Proper housekeeping can eliminate many workplace hazards, prevent incidents, and
promote safe working environments. To avoid hidden hazards follow the proper
housekeeping techniques listed below:

- Keep walking surfaces clear of dust, puddles, mud, ice, and debris. Clean spills

immediately.

- Maintain light fixtures to improve visibility.

- Keep aisles and stairways clear and well lit.

- Store tools and equipment appropriately.

- Regularly empty garbage bins and properly dispose of waste.

- Flammable liquids should always be stored in appropriate, closed containers.

- Large supplies of fluids should be placed in secondary containment to guard
against spills.

- Be sure that any food or liquid spills are wiped up immediately rather than left for
someone else to remove.

— Heavy objects should be stored on lower shelves or on the floor out of the way.



Safe Operating Procedure
USE OF LADDERS: PORTABLE & STEP

e Ladders can be used safely if they are given the respect they deserve.
When ascending or descending a ladder face the ladder at all times and
ALWAYS MAINTAIN THREE POINT CONTACT.

e Before using any ladder, make sure that it is in good condition and is
the right ladder for the job to be done.

e Keep both metal and wood ladders away from electrical sources.

e Only CSA Standard ladders will be used

PORTABLE LADDERS
e When setting up a ladder, secure the base and "walk" the ladder up into place.

e The ladder should be set at the proper angle of one (1) meter horizontal to
ever four- (4) meters vertical.

Before using the ladder, make sure it is secured against movement.

When in position, the ladder should protrude one (1) meter above the
intended landing point.

Workers shall never work from the top two rungs of a ladder.

The minimum overlap on an extension ladder should be one (1) meter unless
the manufacturer specifies the overlap.

Keep both metal and wood ladders away from electrical sources.

When ascending or descending the ladder face the ladder at all
times and ALWAYS MAINTAIN THREE POINT CONTACT.

STEP LADDERS

As with all ladders, make sure that the stepladder is in good condition, and is the
right ladder for the job to be done. Stepladders only to be used on clean and
even surfaces.

e No work is to be done from the top two steps of a stepladder, counting the

top platform as a rung.

When in the open position ready for use, the incline of the front step section
shall be one (1) horizontal to six (6) vertical.

The stepladder is only to be used in the fully opened position with the
spreader bars locked.

Tops of stepladders are not to be used as a support for scaffolds.
Don't overreach while on the ladder. Climb down, move the ladder to a new

position.



Safe Operating Procedure
LIFTING

No one should try to lift or move heavy or bulky objects, which could cause injury
to the back and other body parts.

Before

a worker attempts to move or lift a load that could potentially injure the

worker a hazard assessment must be completed that considers the following:

the weight of the load;

the size of the load;

the shape of the load;

the number of times the load will be moved;

the manner in which the load will be moved.

reasonably practicable and appropriate:

bend at the knees keeping your back straight, with feet shoulder width
apart;

lift close to the body, using the muscles in your legs not in your back (if
you are straining get help);

use equipment for lifting, lowering, pushing, pulling, carrying, handling, or
transporting heavy or awkward loads;

seek assistance from fellow workers; and

adapt the load to facilitate lifting, lowering, pushing, pulling, carrying,
handling, or transporting without injuring workers.



Safe Operating Procedure
LOCKOUT OF DEFECTIVE EQUIPMENT OR TOOLS

If you become aware of a defect in a piece of equipment (i.e. office equipment, hand
tools, heavy duty equipment, etc.) immediately remove it from service:
- Tag or label it as defective,
- Notify all affected employees,
- Lock it out from use, being sure to disable all sources of energy,
- Clear the area and test controls to ensure that all energy sources
Report it to the appropriate party, your supervisor, manager, director, JHSC
Champion, Human Resources, so that repairs can be made. Failure to report faulty
conditions or equipment may result in loss.
Never attempt to repair electrical equipment or appliances; instead remove from
service or tag, and notify the appropriate party.
NEVER remove another employee's tag, or in any way cause locked-out equipment
to become operable.
It is the goal of the County to maintain all tools and equipment in a condition that will
maximize the safety of personnel and minimize damage to property. The County's
“Maintenance Program” consists of the following elements:
¢ Adherence to applicable regulations, standards, manufacturers specifications,
and rules;
e Services completed by appropriately qualified maintenance personnel,
e Scheduling and documentation of all maintenance work; and
¢ Regular inspection of tools and equipment.
e Supervisors are responsible for ensuring routine maintenance and services
are completed for his/her area.
e Access to all machinery switches must be kept clear of all obstructions.
e DO NOT stand or walk under a suspended load.
e All persons shall be safely and properly seated in a moving vehicle. DO NOT
ride on the steps or running board of any vehicle.
¢ Mounting and dismounting vehicles and equipment that are in motion IS
PROHIBITED.
e Persons operating mobile equipment must hold a valid Alberta driver's
license.
¢ When using jacks, make sure that the jack and work are properly aligned.
Block up equipment or vehicle - jacks are NOT considered blocking. Never
go under equipment or vehicles which are supported only by a jack.
¢ Vehicles and equipment shall be equipped with a back-up warning device, in
working order at all times.



PERSONAL PROTECTIVE EQUIPMENT

Personal protective equipment (including hearing protection, respiratory protection, eye
protection, etc.) will be made available to those requiring it. EMPLOYEES MUST WEAR
PROVIDED PPE WHEN APPLICABLE. Provided safety equipment must be kept in
good repair and the employee using it is responsible for its maintenance.

FOOTWEAR
1. Footwear worn must be appropriate for the task being done and provide sufficient
protection against injury to the feet.
2. Steel toed footwear when required will conform to the most recent CSA standard.
Safety footwear will include sole protection, be of a boot style, and will provide
ankle support.

EYE PROTECTION

1. Safety glasses with side shields shall be worn in all areas where a recognized
hazard to the eyes exists.

2. Face shields shall be worn during grinding, chipping, etc.

3. Welding helmets, goggles, and masks are provided and must be used when
applicable.

4. Eye protection must be worn during any operation that involves metal striking
metal.

HEARING PROTECTION
1. Hearing protection must be worn in accordance with Table 1 Schedule 3 of the
Occupation Health and Safety Code and the County’s Noise Management
Program.

HEADPHONES

1. The use of headphones for the purpose of listening to music significantly
reduces a person’s situational awareness. County employees who are operating
vehicles and equipment for the purpose of work are not allowed to wear
headphones.

2. Combination hearing protection/earmuff headsets that are used to play music
are prohibited while operating vehicles and equipment for work.

3. If required, the use of combination hearing protection/earmuff headsets for the
purpose of radio communication is acceptable.

GLOVES
1. Gloves are to be used when handling heavy or ragged material, hot material,
chemicals.

2. Gloves protect against the elements as well as cuts, bruises or chemical burns
and must appropriate to the hazards of the work site.



3. Be cautious when wearing gloves around drill presses or grinders as they may
become caught.
4. Worn or torn gloves should be replaced.

HARD HATS
1. Hard hats supplied by the County must be worn in accordance with section 234
of the Occupational Health and Safety Code.

HIGH VISIBILITY CLOTHING
1. High visibility clothing must be worn where the hazard of moving vehicles exists.
2. High visibility clothing must be both fluorescent in color and reflective.
3. Employees must maintain high visibility clothing so it remains visible at all times.
Replace high visibility clothing as required.

FALL PROTECTION SYSTEMS

1. Fall protection devices must be used where a hazard of falling exists.

2. No worker shall work more than 1.2 metres above ground without a proper
system of guardrails to prevent an accidental fall. Fall protection is required if the
worker may fall a vertical distance of 3 metres or more.

3. For excavating and tunnelling protective procedures, refer to Part 32 of the
Occupational Health and Safety Code.

CONFINED SPACE SYSTEMS

1. No employee will enter a confined space without an approved ventilation system
or breathing apparatus or by first testing for hazardous gases, lack of oxygen, or
other harmful substances.

2. No employee will enter a confined space without a quick and easy means of
escape by utilizing a safety belt and a buddy system.

3. No employee will enter a confined space without a quick and easy means of
escape by utilizing a safety belt and a buddy system.

GENERAL CLOTHING REQUIREMENTS

1. Rings, watches, neck jewellery, bracelets, gloves, and loose clothing shall not be
worn in areas where high speed machinery is in use.

2. Hair shall be cut short or kept completely confined when in areas where high
speed machinery is in use.

5. Employees must dress appropriately for weather conditions and in accordance
with the hazards present at the work site.

6. Easily combustible clothing, or any kind of material which melts when heated,
should not be worn.

7. Employees are not to wear hoods while driving vehicles or equipment for work
purposes as this can significantly impact peripheral vision.



Safe Operating Procedure
PRESSURE WASHING

Injury can occur from the high pressure of pressure washers.

PPE REQUIRED:
e Safety glasses
e Steel toed boots
e Hearing protection

PROCEDURE:
e Check hoses for tears or holes in the hoses and report any damage.

e Be aware of other people in the wash bay — never point or spray other
people with washing wand.

e Never attempt to rinse off any part of your body with the water jet.

e Pressure washers have a kickback so maintain a tight grip at all times.

e Do not drive over, pull on, or kink the high pressure hose. Damage to the
hose may cause the hose to burst.

e Spray far enough away from vehicle/machine to prevent peeling paint off.

e Hang hoses properly when finished.

e Clean bay after you are finished to prevent slips/trips/and falls.

e See Use of Wash Bay SOP



Safe Operating Procedure
SLIPS AND TRIPS

Slips occur when there is too little friction/traction between your feet and a walking
surface. Common causes of slips include: icy surfaces, spills or wet flooring, shoes with
limited tread and traction, etc.

Trips occur when your foot comes into contact with an object causing you to lose your
balance. Common causes of tripping include: failing to identify a tripping hazard, walking
with an obstructed view, inadequate lighting, poor housekeeping, uneven walkways, etc.

To prevent slips and trips it is important that all County staff adhere to the following:

Follow the good housekeeping practices listed above,

Report damage to walking surfaces or conditions that may result in slips and trips
Wear appropriate footwear for the surfaces in which must walk on — choose a
comfortable close toed shoe with adequate tread to offer more protection

Be extra cautious in the fall/winter/spring months, ice may be difficult to see
Stick to maintained walkways and sidewalks, avoid taking shortcuts

Pay attention to what is in front of you as you are walking

Use carts to help carry loads and keep your view unobstructed

When possible ensure you have adequate lighting for the task you are doing
When walking on slippery surfaces slow down, walk with feet pointed slightly
outward, and shuffle your feet

Note: if a slip or trip occurs be sure to complete a Safety Report form and submit it to
your supervisor, manager, director, JHSC Champion, the Safety Coordinator, or Human
Resources



Safe Operating Procedure

SNOW REMOVAL
PPE Required:
e Safety Glasses

e Steel Toed Boots — preferably non-slip winter footwear
e Warm Jacket/Clothing

e Safety Vest

e Gloves

e Ice Cleats

Always dress appropriately for the weather conditions.
Wear PPE (personal protective Equipment) as per work being performed.

Procedure:
e Read operator’s manual before operating or servicing machines (snow

blower, hand held blowers, sanding machine, tool cats, tractors, etc.).
e Turn on flashers, hazards, beacons, if working in traffic or along roadways.
e Ensure there are no people or pets within 25m when operating equipment.
e If people or pets are within 25m - shut down equipment until area is clear
e Select proper tools for the task
e When shoveling use safe body mechanics as follows:
0 Wide stance, wide grip on the shovel, try to keep your back straight
and upright
0 Bend at the knees when lifting
0 Take small steps to turn to avoid twisting or straining your back
when lifting loads

e Use extreme caution when walking on ice/slippery surfaces — watch for
slips, trips, and falls, always wear your ice cleats.

e Pace yourself

e Once snow is cleared — spread grit/de-icer where needed.

e Do not leave any equipment running while unattended.



Safe Operating Procedure

TRUCKS, VEHICLES, & EQUIPMENT
TRUCKS

e All defects of the vehicle/equipment shall be reported to the supervisor.

e NEVER remove another person’s tag, or in any way cause locked-out equipment to
become operable.

e The cab of the vehicle/equipment shall be kept in clean condition and free from
tools and debris.

e Mounted fuel tanks shall be secured to the vehicle.

e Fuel tanks shall have the proper hoses, and when not used, the taps are to be
turned off.

e Fire extinguisher, first aid kit, flags and flares shall be kept within easy reach and
in good repair.

e When the box/hoist of a truck is lifted, it shall be blocked securely before work
underneath is commenced.

e When the hoist of a truck is lifted and the box is being unloaded — all bystanders
are to be kept out of the area. (must have an escape route)

e A proper jack shall be used to lift vertically, never on an angle.

e Ajacked up vehicle must be blocked securely before working under it.

VEHICLES & EQUIPMENT
e NEVER remove another man's tag, or in any way cause locked-out equipment

to become operable.

e Access to all machinery switches must be kept clear of all obstructions.

e DO NOT stand or walk under a suspended load.

e All persons shall be safely and properly seated in a moving vehicle.

e Keep vehicles under control at all times by driving according to existing traffic
rules, and road and weather conditions.

e Getting "on" or "off" a moving vehicle IS PROHIBITED.

e DO NOT ride on the step or running board of any vehicle.

e Persons operating mobile equipment must hold a valid Alberta driver'slicense.

e ALL vehicles are to be shut off when refueling.

e When using jacks, make sure that the jack and work are properly aligned. Block
up equipment or vehicle - jacks are NOT considered blocking. Never go under
equipment or vehicles which are supported only by a jack.



Safe Operating Procedure
WORKING ALONE

A person is considered working alone when they work by themselves in
circumstances where assistance would not be readily available if needed
(they cannot be seen or heard by another). When an employee is working
alone they must ensure the following:

All employees have to complete hazard assessment so they are aware
of the hazards of the work they are completing and can put controls in
place to reduce or eliminate the hazards.

All employees working alone must be trained on the equipment they
are operating.

Equipment required: cell phone, first aid kit, fire extinguisher, PPE for the work
being performed and radio if cell phones do not work.

Always have your cell phone on your person.

Circle check vehicle and equipment prior to setting out for the day to ensure they
are in good working condition.

Advise supervisor of your travel plan for the day.

Seasonal Staff will call supervisor at coffee breaks, lunch break, and prior to
heading back to shop for the day to verify location and advise if everything is
okay.

All employees the recommended check in schedule is as follows:

e Low Hazard Work - At the beginning and end of work
e Medium Hazard Work - At the beginning and end of work plus once every
2-3 hours
e High Hazard Work - At the beginning and end of work plus once every 15
to 30 minutes
If worker does not check in — Supervisor will call worker to verify location and ask

if worker requires assistance. If no response search will be initiated.



Intent:

Definition:

Safe Operating Procedure
Approaching Working Circle

To ensure that each employee is aware of their surroundings at
all times, and the associated risks wherever they move.

The working circle is the area, like a bubble, around a person that
covers the movement of the person and any equipment they
operate- including any moving parts or attachments. The working
circle can move as the person or equipment plus attachments
moves.

General Safe ¢ When a person plans to enter an operator’s working circle

Operating
Procedure:

where there is a risk due to moving equipment or parts of
equipment, that person must clearly communicate their
intensions to the operator before they enter.
o Communication may be verbal (ie: voice, radio) or visual
(ie: hand signals),
o Communication must be acknowledged and permission
to enter must be given, and
o0 Wait until operator “de-energizes” (blade, etc.) and faces
worker(s) before entering.

e The operator of a machine must not move that machine or
start up any equipment unless he is sure that all workers who
entered the working circle have left the working circle.

¢ If an operator knows a person is on foot near by, the operator
cannot move without visual confirmation of that person’s
location.

¢ |f a person unknowingly enters another person’s working circle
the operator of the machine must stop work immediately, de-
energize the machine and communicate the proper procedure
with the employee who unknowingly entered the circle.



