RECORDKEEPING

Risk Management will maintain dosimetry and sound level readings for a minimum of two
years. All audiograms are considered medical records and will be kept confidential. Each
employee has the right to see his/her medical records upon request. Summaries of the
audiograms will be kept by the Risk Management Department for the duration of
employment plus five years.

OSHA 300 Log—if an employee’s audiogram indicates that s/he has experienced a
verifiable occupational standard threshold shift of 10 dB and the hearing level in the affected
ear(s) is 25 dB above audiometric zero; it will be documented as an illness on the
department OSHA 300 log.

HEARING PROTECTORS

As with any personal protective equipment (PPE), hearing protectors are to be considered a
last resort, when engineering and administrative controls fail to reduce noise in the work
environment.

All employees will be encouraged to use hearing protection whenever performing a task or
operating equipment that is sufficiently loud to require raising one’s voice to communicate
with co-workers in close proximity. Generally, if you must shout to be heard, the level of
noise is above the action level of 85 dB. Any employee operating equipment or performing
a task that exposes him/her to 85 dB or more will be required to use hearing protection for
the duration of the task. Any employee with a documented hearing loss shall wear hearing
protection whenever exposed to noise at or above 85 dB.

Employees will be given the opportunity to select individual protection from a variety of
suitable hearing protectors provided by the City. Selection of hearing protection should be
based on the noise level in the environment, the noise reduction rating (NRR) of the
protectors, practicality of the style of protector when used with other PPE, and comfort of the
wearer. The goal is to reduce the noise affecting employees to 85 dB or less. When
determining attenuation of a particular hearing protector, subtract 7 dB from the
manufacturer’s listed NRR.

For example: A chainsaw running at full throttle creates 100 dB. If the employee
uses a disposable ear plug with an NRR of 32, the attenuation factor would be
calculated as such: (NRR) 32 — 7 = 25 dB. The chainsaw creates 100 dB, therefore
100 dB — 25 dB = 75 dB. If the disposable plug is used properly, it should attenuate
the 100 dB down to around 75 dB.

NOISE WARNING SIGNS
All work areas where noise levels exceed the action level of 85 dB will be posted with
warning labels or signs. Where the noise level exceeds 90 dB, the sign or label will indicate

that hearing protection is required. Signs and labels are available from safety supply
vendors. Examples of warning signs are:
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e CAUTION NOISE AREA may cause hearing loss. Use proper ear protection for
extended exposure

e CAUTION WEAR EAR PROTECTION

e WARNING Hearing Protection Required in This Area

NON-ROUTINE TASKS

Any employee expected to work in an unfamiliar area or perform non-routine tasks will be
instructed by the responsible Supervisor or designee of the noise hazards associated with
the area and/or task. The employee will also be informed about the availability of hearing
protectors and the best work practices to reduce noise exposure as much as possible.

CONTRACTORS

Supervisor will inform the contractor of the noise hazards associated with the area and the
required protective measures.

EMPLOYEE TRAINING

The Risk Management Department will see that each affected employee receives annual
training in the following:

e The effects of noise on hearing

e The purpose of hearing protectors; the advantages, disadvantages, attenuation of
various types; and instructions on the selection, fitting, use, and care

e The purpose of audiometric testing, and an explanation of the test procedures

Annual refresher training will be completed during audiometric testing week in late fall of
each year. All new hires that may be included in the program will receive Hearing Training
as part of the Loss Control Manual training session they attend as new hire employees.
ACCESS TO INFORMATION

Upon request, the employer shall make available to affected employees or their

representatives copies of this standard, employee records, training material and information
pertaining to OAR chapter 437 division 1 subdivision 0700.
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CITY OF HILLSEORO

Risk Management
HOT WORK

RISK
MANAGEMENT

Frequently Asked Questions

? What is Hot Work?

Hot Work is any activity that creates heat, flame, sparks, or smoke. Examples of hot work
include but are not limited to: welding (gas or arc), torching, cutting, grinding, brazing, or
soldering.

? Do I need to use a Hot Work Permit?

Yes, anytime you are performing hot work in areas other than a designated maintenance
area, you are require to use a hot work permit and follow the procedures outlined in this
program.

? What does a fire watch person do?

A fire watch person is assigned to monitor the area during and after the hot work is
performed and completed. The primary responsibility is to ensure there is no smoke,
smoldering, or fire potential that may have been created by the hot work operations.

? Where do | get the hot work permit?

The permits may be obtained within your department. Completed permits shall also be filed
in your department for a minimum of one year.

? As a fire watch, do | need to be trained on fire extinguisher use?

Yes, all fire watch persons must be trained on fire extinguisher use prior to the hot work
beginning.
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CITY OF HILLSBORO Risk Management
HOT WORK

RISK
MANAGEMENT

PURPOSE

The intent of the Hot Work Program is to eliminate the potential of creating a fire or
explosion while performing operations that create sparks, open flames, or similar fire
hazards.

RESPONSIBILITIES

Risk Management
e Provide or coordinate hot work training
e Revise this program to reflect applicable regulations and industry best practices

Managers and Supervisors
e Ensure all hot work procedures are established and enforced
e Ensure all employees who perform hot work as part to their job are trained on the
contents of this program

Employees
¢ Adhere to the contents of this program
e Complete the permits as required
e Attend hot work training as needed

GERNERAL INFORMATION

Hot Work is any activity that creates heat, flame, sparks, or smoke. Examples of Hot Work
include but are not limited to: welding (gas or arc), torching, cutting, grinding, brazing, or
soldering.

Prior to performing hot work, all flammable and combustible materials shall be moved at
least 35 feet from the area. If removing the materials is not feasible, the materials shall be
covered or contained with some nonflammable means such as a fire retardant blanket or
other guards to confine heat, spark, and/or slag.

Wherever there are openings or cracks in flooring that cannot be closed or plugged,
precautions shall be taken to prevent sparks, heat, or slag to fall through onto combustible
materials on the floor below. The same precautions shall be observed with regard to cracks
or holes in walls, open doorways, and windows.

Performing hot work on equipment that contains flammable liquids is prohibited unless the
equipment has been properly emptied and purged with nitrogen.
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Note: If the precautions noted above can not be met, the hot work shall not be performed
until is can be completed safely.

Hot Work Permits

The person performing the hot work shall complete and post the hot work before the work
begins. Permits shall be maintained within the department for a minimum of 1 year from
the date of the permit. See Appendix A: Hot Work Permit.

Fire Watch Person

For all hot work that requires a permit, a designated fire watch person shall be assigned by
the person performing the work. The fire watch person is responsible to monitor the area for
smoke, smoldering, or small fires that may occur. The fire watch person shall also monitor
the area 30 minutes after the hot work has been completed to ensure there is no fire
potential and be trained on fire extinguisher use. A fire extinguisher shall be in the
immediate area and ready for use if needed.

Hot Work Permit Exception

A Hot Work Permit or fire watch person is not required in maintenance shops or in
designated areas where hot work is routinely performed. However, all safety precautions
must still be considered to ensure a safe work environment.

Contractors

All contractors who perform hot work operations are required to adhere to the City of
Hillsboro Hot Work Program or equivalent.
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Appendix A: Hot Work Permit

Note: Work is not permitted unless this permit is completed and posted in work area.

Date / / Time AM PM
Building/Confined Space

Department
Work to be done

Special Precautions
Fire Watch Required? Yes No

Name of Fire Watch Person

The location where work is to be done has been examined by me, the necessary precautions have
been taken, and permission is granted for this work.

Signed
Individual responsible for work authorization
Time Started Time Completed
Permit Expiration Date Time AM PM
CHECK LIST

o Employees involved are trained and authorized to complete work.
o Hot work equipment is in good working condition (ie welder, torches, tools, etc.)
o Floors/ground free of debris
o Flammables/Combustibles removed from area (35 feet)
o If not, non-combustible covers used to protect nearby combustibles and/or equipment.
o All floor and wall openings are protected.

o Containers, tanks, ducts, and other enclosures have been cleaned and purged of flammable
vapors, liquids, dusts, and other hazardous materials.

o Fire extinguisher is onsite and readily available.
o All operations have been discontinued in area.
o Employees have proper PPE for the job task.

o Natural or mechanical ventilation

Fire Watch Person (after hot work is complete)

The hot work area was continuously monitored while the cutting, welding, or other hot work
was being performed. The hot work area was also monitored 30 minutes after the work was
completed and no fire conditions were noted.

Signed
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CITY OF HILLSBORO

Risk Management
INDUSTRIAL EQUIPMENT

RISK
MANAGEMENT

Frequently Asked Questions

? Will I be trained on the Industrial Equipment | am required to use?

Yes, you will be trained and authorized to operate the equipment necessary to complete
your job safely. You may also be required to obtain a Commercial Drivers License (CDL)
as part of your training.

? If I have to obtain my CDL, will my supervisor allow me to practice my driving?

Yes, you will have ample opportunities to practice with the equipment you will be using as
part of your job duties.

? Am | required to wear fall protection in a bucket truck?

Yes, all employees who work out of a bucket truck are required to wear a body harness and
a fall arresting lanyard. Also, other PPE may be necessary, depending on the job task you
are doing.

? How long is the forktruck certification valid for?

Forktruck certification is good for 3 years. Re-certification and training is only required if
there are deficiencies noted in an operators driving, if a new forktruck or hazards are
introduced in to the department, or if there is a serious injury caused by forktruck use.

? Am | required to inspect the equipment before | use it?

If you are a CDL holder, you are required to complete an inspection on the equipment that
warrants the special license. If you are not a CDL holder, you shall still be required to
conduct a pre-use inspection.
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CITY OF HILLSBORO

Risk Management
LADDER SAFETY

RISK
MANAGEMENT

Frequently Asked Questions

? How can I reduce my risk of falling off a ladder?

There are several things you can do to reduce the likelihood of falling off a ladder. The
most important is selecting the proper ladder for the job task being performed. Another
is conducting a pre-use inspection of the ladder to ensure it is in good working condition
and properly maintained. Finally, using 3 points of contact is a common safe work
practice which ensures optimal contact with the ladder while ascending and descending.

? Can | use a standard stepladder like a straight ladder?

It is prohibited to use a standard stepladder like a straight ladder because in a closed
position it's more likely to slip on surfaces such as concrete and wood. Standard
stepladders are designed to be used only when the spreader arms are open and locked.

? How often do | need to inspect the ladders | use?

Portable ladders shall be visually inspected prior to use. If any defects are noted, the
ladder should be tagged out and repaired or replaced. A regularly scheduled inspection
of all ladders is recommended.

? Do | need fall protection when using a portable ladder?

Fall protection is not required while using portable ladders. If a ladder is permanent, or
fixed, and is over 24’ high, fall protection is required.

? Are there weight limitations to portable ladders?

Yes, all portable ladders have a rating based on their weight capacity. There are four
ratings including extra heavy duty, heavy duty, medium and light duty.




CITY OF HILLSBORO

Department of Risk Management
LADDER SAFETY

RISK
MANAGEMENT

PURPOSE

This program provides the necessary guidelines and safe work practices needed to
protect City of Hillsboro employees from potential fall hazards while using portable or
fixed ladders.

RESPONSIBILITIES

Risk Management
e Provide Ladder Safety training for employees who use portable ladders
e Review and update program as needed

Managers and Supervisors
e Ensure employees have been properly trained on ladder safety and use
e Ensure employees comply with the Ladder Safety Program
e Ensure defective ladders are replaced and/or repaired in a timely manner

Employees
e Attend Ladder Safety training as required
e Use the appropriate ladder for each task
e Inspect all ladders prior to each use
e Remove any damaged ladder from service and report it to their Supervisor

HAZARD CONTROL

The primary hazard when using a ladder is falling. A poorly maintained or improperly
used ladder may collapse under the load placed on it and cause the employee to fall.
Proper selection and ladder maintenance is critical to reduce the likelihood of a fall from
any type of ladder. Listed below is the variety of ladders that City of Hillsboro employees
may encounter within the scope of their jobs.

Portable Ladders

The load capacity shall be clearly marked with the manufacturer’s label on the ladder,
and that capacity shall not be exceeded. Ladders shall be inspected prior to first use
and properly maintained at all times. A ladder that develops defects shall be immediately
removed from service and tagged or marked as "Dangerous, Do Not Use." Defective
ladders shall either be repaired or replaced as necessary.

Various types of portable ladders include:
e Stepladder - A self-supporting portable ladder, non-adjustable in length, having
flat steps and a hinged back. Portable stepladders longer than 20 feet shall not be
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used. Stepladders shall be equipped with a metal spreader or locking device of
sufficient size and strength to securely hold the front and back sections in the
open position. Stepladders should be used only on surfaces that offer firm, level
footing such as floors, platforms, and slabs. Stepladders are intended to support
only one worker at a time. Employees are prohibited from standing on or working
from the top step.

Single Portable or Straight Ladder - A non self-supporting portable ladder,
nonadjustable in length, consisting of one section. Its size is determined by overall
length of the side rail. Single ladders longer than 30 feet shall not be used. This
type of ladder must have slip resistant feet or be secured to prevent it from sliding.
Rubber or neoprene ladder shoes are recommended for smooth, dry surfaces,
and spikes are recommended for snow or ice. They are intended to support only
one worker at a time.

Extension Ladder - A non self-supporting portable ladder adjustable in length.
Wood extension ladders shall have no more than two sections, nor exceed 60
feet. Metal and fiberglass ladders may have up to three sections, but cannot
exceed 72 feet. Each extension shall be limited to 30 feet in length. Adequate
overlap of the sections must be maintained when the ladder is extended:

e Up to and including 36 feet Overlap 3 feet
e Over 36 through 48 feet Overlap 4 feet
e Over 48 through 60 feet Overlap 5 feet

Extension ladders are for use by only one person at a time. Rubber or neoprene
ladder shoes are recommended for smooth, dry surfaces, and spikes are
recommended for snow or ice.

Be especially careful if you use an extension ladder on oily, metal, or concrete
surfaces. Place the ladder securely and tie it off to prevent it from slipping.

Portable Ladder Safety Precautions:

Ladders shall be placed with a secure footing. Slip resistant feet (or ladder shoes)
may be needed on slippery surfaces

Ladders used to gain access to a roof or landing shall extend at least three feet
above the point of support

The foot of a ladder shall be used at such a pitch that the horizontal distance from
the top support to the foot of the ladder is one-quarter of the working length of the
ladder (the length along the ladder between the foot and the support)

The worker shall always face the ladder when climbing up or down

Short ladders shall not be spliced together to make long ladders

Ladders shall never be used in the horizontal position as scaffolds or work
platforms unless they are specifically designed for this purpose

The top of a regular stepladder shall not be used as a step

Use 3 points of contact when ascending or descending a ladder. (one foot and 2
hands, or 2 hands and one foot)

Raise and lower heavy, awkward loads with a line or hoist
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e Wear a tool belt to transport hand tools up and down the ladder
e Metal ladders shall never be used near electrical lines or equipment

Extension Ladder Positioning: Use the 4-to-1 rule for extension ladders: for each 4
feet of distance between the ground and the upper point of contact (such as the wall or
roof), move the base of the ladder out 1 foot. For example; if using a 12 foot ladder, the
base should be 3 feet out from the structure.

Portable Ladder Inspection and Maintenance: Ladders should be inspected prior to
each use. A more thorough inspection and routine maintenance should be done on
ladders monthly. Tighten step bolts and other fasteners, clean steps and ensure that
slip-resistance is adequate and replace other parts when needed. Ensure the steps and
side rails are free of cracks, bends, or other visible damage. Do not paint ladders, as
that hides defects. The checklist in Attachment A may be used for monthly ladder
inspections.

Transporting Ladders: When you hand-carry a ladder, keep the front end elevated,
especially around blind corners, in aisles, and through doorways to reduce the risk of
striking another person. If transporting a ladder in a truck or trailer, place it parallel to the
bed and avoid tossing, throwing, or dropping the ladder while loading. Drive slowly over
rough terrain. Tie the ladder securely to eliminate damaging the ladder.

Fixed Ladders: Fixed ladders are found in manholes, utility vaults, water reservoirs,
and to access lofts or attic spaces in some facilities. Like their portable counterparts,
fixed ladders must be inspected regularly to ensure that they are in good condition and
safe to use. They must be kept clean, and well-maintained. The safety precautions
listed above concerning ascending and descending ladders shall be applied to fixed
ladders.

Cages, wells, or ladder climbing safety systems are required on all fixed ladders where
the length of climb is more than 24 feet, or the top of the ladder is more than 24 feet
above the nearest landing surface.

Fixed ladders, access hatches, cages, wells, and ladder climbing safety systems must
be constructed to meet the requirements in OAR 437-002-0027.
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CITY OF HILLSBORO

RISK
MANAGEMENT

Inspected by:

1.

Attachment A: Portable Ladder Inspection Form

Date of Inspection:

< < < <

rung-

< < < <

Zz Z2 Z Z

z Z2 Z Z

Are ladders in good condition?
Joints between steps and side rails tight?

All hardware and fittings securely attached?

Movable parts operating freely without binding or excessive play?

Are non-slip safety feet on each single or multiple-section portable

type ladder

Are ladder rungs and steps kept free of grease, oil, or mud?

Are ladders removed from service that have
missing steps?
missing rungs?
missing cleats?

broken, bent, or twisted side rails?

Is the ladder load rating clearly visible on the ladder?

Are metal ladders marked with “CAUTION-Do not use around

electrical Equipment.”

List ladders removed from service and describe defects:

List ladders repaired at time of inspection, and repairs made:
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CITY OF HILLSBORO

Risk Management
LOCKOUT/TAGOUT
(CONTROL OF HAZARDOUS ENERGY)

RISK
MANAGEMENT

Frequently Asked Questions

? When do | need to perform a lockout?

Anytime you are performing service or maintenance to a machine, a system, or a piece of
equipment, or when any other activities such as set-up, inspections, and modifications could
potentially expose an employee to hazardous energy sources.

? What types of hazardous energy could | possibly be exposed to?

There are several types of hazardous energy, including: electrical, pneumatic, mechanical,
hydraulic, chemical, or thermal energy. Each piece of equipment, machine, or system may
have one or any combination of energy sources, all at various energy levels.

? What do | use to lockout a machine?

You will have a written procedures outlined in this program to follow and have immediate
access to the lockout devices necessary to perform the process. Such devices shall include
lockout locks, circuit breaker devices, ball or gate valve lockout devices, and scissor locks.

? What if more than one person is involved in a lockout situation?

If more than one person is involved in the lockout process, each individual will need to attach
their own lock to each energy source. This can be accomplished with the use of a scissor
lock. Each employee would then attach their lock to the scissor lock to complete the lockout
process.

? Will I be trained on using the lockout system?

Yes, employees will be trained at the time of hire if your job task requires you to perform such
tasks. Additional training is required if an employee cannot demonstrate that he/she has a
full understanding of the lockout requirement, if there is an equipment or process change, or
if the current program is deemed inadequate.
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CITY OF HILLSBORO RISk Management
LOCKOUT/TAGOUT
(CONTROL OF HAZARDOUS ENERGY)

RISK
MANAGEMENT

PURPOSE

The purpose of this program is to ensure all City of Hillsboro employees are protected from
accidental or unexpected activation of mechanical, pneumatic, stored energy, and/or
electrical equipment during maintenance, repairing, cleaning, servicing, or adjusting of prime
movers, machinery, or equipment.

RESPONSIBILITIES

Risk Management
e Provide training to employees affected by lockout procedures
e Review Lockout Program annually and revise it to reflect changes in OR-OSHA rules
and/or Departmental procedure or policy

Managers and Supervisors
e Ensure that each employee and contractor engaging in work requiring the lock out of
energy sources understands and adheres to the lockout procedures
e Assure that employees have received training in energy control procedures prior to
operating the machinery or equipment
e Provide and maintain necessary equipment and resources, including accident
prevention signs, tags, padlocks, seals and/or other similarly effective means

Employees
e Comply with specific procedures as outlined in this program for tasks that require the
use of lockout procedures as defined
e Maintain lockout supplies to ensure good working condition

Definitions

Affected Employee

An employee whose job requires him/her to operate or use a machine or piece of
equipment on which servicing or maintenance is being performed under the lockout
program or whose job requires him/her to work in an area in which such servicing or
maintenance is being performed.

Authorized employee

An employee who locks out machines or equipment in order to perform servicing or
maintenance on that machine or equipment. An affected employee becomes an
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authorized employee when that employee's duties include performing servicing or
maintenance.

Energy isolating device

A mechanical device that physically prevents the transmission or release of energy,
including but not limited to the following: A manually operated electrical circuit breaker; a
disconnect switch; a manually operated switch by which the conductors of a circuit can be
disconnected from all ungrounded supply conductors, a gate valve; ball valve; and any
similar device used to block or isolate energy. Note: Push buttons, selector switches, and
other control circuit type devices are not energy isolating devices.

Energy Source
Any source of electrical, mechanical, hydraulic, pneumatic, chemical, thermal, or other
energy.

Lockout

The placement of a lockout device on an energy isolating device, in accordance with an
established procedure, ensuring that the energy isolating device and the equipment being
controlled cannot be operated until the lockout device is removed.

Lockout device

A device that utilizes a positive means such as a lock, either key or combination type, to
hold an energy isolating device in a safe position and prevent energizing of a machine or
equipment.

Servicing/Maintenance
Workplace activities such as constructing, installing, setting up, major adjustments,
modifying, maintaining and/or servicing machines or equipment.

LOCKOUT DEVICES

Lockout locks must be standardized by color, size, or shape to make recognition of the
devices and their purpose evident. Lockout locks are to be used for lockout purposes only.
Each lock must have a means of identifying the employee to whom it belongs, such as a tag
with the individual’s name clearly printed on it. There must be only one unique key for each
lock so that only the authorized user can remove the lock.

Other lockout devices include gate and ball valve lockout devices, circuit breaker devices,
and scissor locks. All devices used during a lockout situation shall be used as recommended
by the manufacturer and must be durable enough to withstand all environmental conditions
under which they are used. They must not be easily broken or cut and warning and
identification tags must remain legible even when used in wet or corrosive conditions.
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ENERGY CONTROL PROCEDURES

Preparation for Lockout
Visually locate all energy isolating devices to be locked out. More than one energy source
(electrical, mechanical, stored energy,) may be involved.

Sequence of Lockout System Procedure

1. Notify affected employee(s) that a lockout to the equipment is going to occur and clear the
area until completed.

2. If the machine or equipment is operating, shut it down by the normal stopping procedure
(depress stop button, open toggle switch, etc.).

3. Verify the operating controls are in the off or neutral position and dissipate any stored
energy such as that in springs, elevated machine members, rotating flywheels, hydraulic
systems, and air, gas, steam, or water pressure.

4. Apply lockout devices.

5. Check for Zero Mechanical State (ZMS) by operating the push button or other normal
operating controls to make certain the equipment will not operate. CAUTION: Return
operating control(s) to the off or neutral position after the test.

6. The equipment is now locked out and the maintenance, service, or repairs can be made.

Restoring Machines or Equipment to Normal Operations

1. After the servicing and/or maintenance is complete, visually inspect the area around the
machine(s) or equipment and clear debris, reinstall all machine guards, and remove all
tools.

Ensure all affected employees are clear.

Verify the operating controls are in the off or neutral position.

Remove all lockout devices.

Operate the energy isolating devices to restore energy to the machine or equipment.
Notify affected employees that the equipment is ready for use.

S

Temporary Removal of Lockout/Tagout Devices

In situations where lockout devices must be temporarily removed to test or position the

machine, equipment or component thereof, the following sequence of actions shall be

followed:

1. Remove non-essential items and ensure that machine or equipment components are
operationally intact.

2. Notify affected employees that lockout devices are going to be removed and clear the

area.

Remove the lockout devices, energize and proceed with testing or positioning.

De-energize all energy isolating devices and dissipate any stored energy.

Reapply lockout devices.

Re-check for ZMS.

Continue with service or maintenance.

Nookow

Procedure Involving More Than One Person
In the preceding steps, if more than one individual is going to be assisting with the
maintenance or repair, each employee shall place his/her own personal lockout device on
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