
RESOLUTION NO 741206

A RESOLUTION OF THE TOWN COMMISSION OF LAKE PARK
FLORIDA APPROVING THE WORKPLACE SAFETY AND HEALTH

MANUAL REVISING THE TOWN OF LAKE PARK EMPLOYEE
POLICYHANDBOOK TO INCORPORATE REFERENCE TO THE
WORKPLACE SAFETY AND HEALTH MANUAL AND PROVIDING FOR
AN EFFECTIVE DATE

WHEREAS the Town ofLake Park is a duly constituted municipalityorganized and existing

under the laws ofthe State ofFlorida and Chapter l66 Fla Stat and

WHEREAS staff has prepared a Workplace Safety and Health Manual a copyofwhich is

attached as Exhibit A which complies with all applicable federal and state laws and regulations

pertaining to job safety and

WHEREAS the Town Commission has determined that it is in the best interest ofthe Town

ofLakePark to adopt such Workplace Safety and Health Manual to help provide for the operation of

Town functions and the health and safety ofTown employees and the general public

WHEREAS the Town Commission has determined that it is necessary to revise the safety

rules and risk management provisions which are set forth in the Lake Park Employee

PolicyHandbook in Section 7 General Operating Procedures at Article 4 Safety and Risk

Management to make reference to the Workplace Safety and Health Manual

NOW THEREFORE BE IT RESOLVED BY THE TOWN COMMISSION OF THE

TOWN OF LAKE PARK FLORIDA

Section 1 The foregoing recitals are hereby incorporated as if fully set forth herein

Section 2 The Workplace Safety and Health Manual which is attached as Exhibit A and

made a part hereofis hereby approved



Section 3 The Lake Park Employee PolicyHandbook Section 7 General Operating

Procedures at Article 4 Safety and Risk Management is hereby revised to make reference to the

Workplace Safety and Health Manual

Section 4 This Resolution shall take effect upon adoption



The foregoing Resolution was offered by Commissioner Ba io moved its

adoption The motion was seconded by yeMarar DaT and upon being put
to a roll call vote the vote was as follows

AYE NAY
MAYOR PAULW CASTRO g

VICEMAYOR ED DALY

COMMISSIONER CHUCKBALIUS

COMMISSIONER JEFF CAREY

COMMISSIONER PATRICIA OSTERMAN

The Town Commission thereupon declared the foregoing Resolution NO 7412 0 6

duly passed and adopted this 20 day of December 2006

TOWN OF LAKE PARK FLORIDA

ATTEST

Vivian Mendez
TOWN CLERK

QF LAcA
y

OWEAL
ORP

BY
PAUL W C STRO

MAYOR

Approved as to form and legal
suffice y

BY

HOMAS J BAIRD
TOWN ATTORNEY
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INTRODUCTION

State and federal law as well as town policy make the safety and health of our

employees top priority Safety and health considerations must be a part of every
operation and every employeesresponsibility at all levels It is the intent of the
Zown of Lake Park to comply with all laws concerning the operation of town

functions and the health and safety ofour employees and the public

It is the objective ofthe Town of Lake Park to promote and operate a safety and
health program that will reduce the number of injuries and illnesses to an absolute

minimum notmerely in keepingwith but surpassing the best experience ofsimilar
operations by others Our goal is zero accidents and injuries
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Section 1

MANAGEMENT COMMITMENT AND INVOLVEMENT
POLICY STATEMENT

The management ofthis organization is committed to providing employees with a safe and healthful
workplace It is thepolicy ofthis organization that employees report unsafe conditions and do not

perform worktasks ifthework is considered unsafe Employees must reportall accidents injuries
and unsafe conditions to theirsupervisors No such report will result in retaliation penalty or other
disincentive

Employee recommendations to improve safety and health conditions will be given thorough
consideration by our management team Management will give top priority to and provide the
financial resources for the correction of unsafe conditians Similarly management will take
disciplinary action against any employee who willfully or repeatedly violates workplace safety rules
This action may include verbal or written reprimands and may ultimately result in termination of
employment

The primary responsibility for the coordination implementation and maintenance ofour workplace
safety program has been assigned to

Name

Title Safety Program Officer Telephone 5618813345

Senior management will be actively involved with employees in establishing and maintaining an

effective safety program Our safety program offcermyself or othermembers ofourmanagement
team will participate with you or your departmentsemployee representative in ongoing safety and
healthprogram activities which include

Promoting safety committee participation
Providing safety and health education and training and
Reviewing and updating workplace safety policies and procedures

This policy statement servesto express managementscommitment to and involvement in providing
our employees a safe and healthful workplace This workplace safety program will be incorporated
as thestandard ofpractice for this organization Compliance with thesafety rules willbe required of
all employees as a condition ofemployment

2a
nature o n Manager Date

TrQr
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DEFINITIONS

Management Public Works Director Safety Officer and Risk Manager Human Resources Director

Field Crew Parks and beaches personnel that aremaintaining the recreational areas and are responsible for
the general upkeep

Playing Court An area set aside for specific active sportsie tennis basketball volleyball etc

Playing Field An area with sod that is set aside for organized sportsie baseball fields soccer fields
football fields etc

Playground An area that is set aside for the purpose ofchildren to play on or around various apparatus
This playground apparatus includes sand boxes A playground may or may not be fenced in

Florida League of Cities FLC

Safety Program Officer Person delegated to coordinate the safety program and follow thru with

compliance

Safety Program Coordinator Person delegated to work with the Safety Program Officer scheduling
inspections and reports

Division of Safety Organization dedicated tosetting all workplace safety policies

Town of Lake Park Town employer Town ofLake Park

Also reference page 2 HANDBOOK OF PUBLIC PLAYGROUND SAFETY
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RESPONSIBILITIES

Department Head

The department head shall be primarily responsible for the safe operation ofhis orher department
The Department Headhas regular contactwith both first line supervisors foreperson and employees
in general The Department Head must ensure the safety of each employee and the efficient

operation ofthe departmental functions

Foreperson or First Line Supervisor

The foreperson or first line supervisor has the primary responsibility for the implementation of
definite safety policies established by the Town Management Department Heads and the Safety
Committee They arealso responsible forholding safety meetings at least monthly and moreoften if

deemed necessary

Employees

Employees are expected to follow all safety procedures This cooperation is needed to ensure

protection ofemployees Town equipment Town buildings and the general public Employees are

encouraged to detect and report to supervisors or safety committee representatives any hazardous

conditions practices and behaviors and to make suggestions for their correction
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Section 3

SAFETY COMMITTEE

Safety Committee Organization

A safety committee has been established to recommend improvements to our workplace safety
program and to identify corrective measures needed to eliminate or control recognized safety and

healthhazards The safety committee consists ofone representative from eachdepartmentdivision
and the safety program coordinator

Responsibilities

The safety committee shall determine the schedule for evaluating the effectiveness of control
measures used to protectemployees from safety and health hazards in the workplace

The safety committee shall be responsible for assisting management in reviewing and updating
workplace safety policies and procedures based on accident investigation findings any inspection
findings and employee reports ofunsafe conditions or work practices and accepting and addressing
anonymous complaints and suggestions from employees

The safety committee will be responsible for assistingmanagement in updating the workplace safety
program by evaluating employee injury and accident records identifying trends and patterns and

formulating corrective measures to prevent recurrence

The safety committee will be responsiblefor assisting management in evaluating employee accident
and illness prevention programs and promoting safety and health awareness and coworker

participation through continuous improvements to the workplace safety program

Safety committee representatives will participate in safety training and be responsible for assisting
management in monitoring workplace safety education and training to ensure that it is in place drat
it is effective and that it is documented

Meetings

Safety committee meetings shall be held monthly The safety officer will distribute the minutes of
each meeting within one week after each meeting Minutes shall be distributed to all members of
senior management all departmentdivisionsupervisors all committee representatives and posted
on each departmentdivision bulletin board
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Communication

The safety officer will act as a liaison between the safety committee and management while the
safety committee representatives act as the liaison between the safety committeeand their respective
departmentsdivisions Within five working days after each safety committee meeting the safety
program coordinator shall communicate tomanagement either verbally or in writing those issues

determined by the safety committee Within ten working days after each safety committee meeting
each committee representative will hold a departmentdivisionsafety meeting to report onthe actions

of the committee
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Section 4

SAFETY AND HEALTH TRAINING

Safety and Health Orientation

Workplace safety and health orientation shall begin on the first day of initial employment or job
transfer Upon initial employment or job transfer employees are required to read and verify by
signature that they have read and understand identified parts ofthe safety manual Each employee
has access to a copy of this safety manual through his or her supervisor for review and future

reference and will be given a personal copyofthe safety policies and procedures pertaining tohisor

her job Supervisors will ask questions ofemployees and answer employees questions to ensure

knowledge and understanding of safety policies and jobspecific procedures described in our

workplace safety and health manual All employees will be instructed by their supervisors that

compliance with the safety policies and procedures described in the workplace safety and health

manual is required

JobSpecific Training

Supervisors will initially train employees on how toperform assigned job tasks safely

Supervisors will carefully review with each employee the specific safety policies and

procedures that are applicable and that are described in the workplace safety manual

Supervisors will give employees verbal instructions and specifc directions on howto dothe

ork safely

Supervisors will observe employees performing the work If necessary the supervisor will

provide a demonstration using safe workpractices or remedial instruction to correct training
deficiencies before an employee ispermitted todo the work without supervision

All employees will receive safe operating instructions onseldomused ornew equipment
before using the equipment

Supervisors will revietiv safe work practices with employees before permitting the

performance ofnewnonroutine or specialized procedures

Periodic Retraining ofEmployees

Allemployees will be retrained periodically on safety policies and procedures and when changes are

made to the workplace safety and health manual Individual employees will be retrained after the

occurrence ofaworkrelated injury caused by anunsafe actor workpractice and when a supervisor
observes employees displaying unsafe acts practices or behaviors
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Section 5

FIRST AID PROCEDURES
EMERGENCY PHONE NUMBERS

Safety Officer 5618813345

Poison Control 18002823171
Ambulance 911

Police 911

Fire Department 911

Medical Facility Jupiter Medical CenterOccupational Health Services
Clinic Address 1210 S Old Dixie Highway Jupiter Florida 33458
Clinic Phone Number61745787
Clinic Fax Number 561 7455713

MinorFirst Aid Treatment

First aid kits shall be kept in every Town facilitybuilding seeyour supervisor forspecific locations
and in every Town vehicle If you sustain an injury or are involved in an accident requiring minor
first aid treatment

Inform your supervisor
Administer first aid treatment to the injury or wound

If a first aid kit is used indicate usage on the accident report
Access to a first aid kit is not intended to be a substitute for medical attention
Provide details for the completion ofthe accident report

NonEmergency Medical Treatment

For nonemergencyworkrelated injuries requiring professional medical assistance management
must first authorize treatment If you sustain an injury requiring treatment other than first aid

Inform your supervisor
Proceed to the posted medical facility Your supervisor will assist tvith transportation if

necessary
Provide details for the completion ofthe accident report
Call and report incident to FLC ifworkrelated

Emergency Medical Treatment

If you sustain a severe injury requiring emergency treatment

Call for help and seek assistance fxom acoworker

Use the emergency telephone numbers and instructions posted next to the telephone in your
work area to request assistance and transportation to the local hospital emergency room

Provide details for the completion ofthe accident report
Call and report incident to FLC ifwork related
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First Aid and CPR Training

Each employee will receive training and instructions from his or her supervisor on first aid

procedures In addition the Town will provide formal First Aid and CPR training on a periodic
basis
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FIRST AID INSTRUCTIONS

In all cases requiring emergency medical treatment immediately call or have a eaworker call to

request emergency medical assistance

WOUNDS
Minor cuts lacerations abrasions or punctures

Wash the wound using soap and water rinse it well
Cover the wound using clean dressing

Maior large deep and bleeding
Stop the bleeding by pressing directly on the wound using a bandage or cloth

Keep pressure on the wound until medical help arrives

BROKEN BONES
Do notmove the victim unless it is absolutelynecessary
If the victim must be moved splint the injured area Use a board cardboard or

rolled newspaper as a splint

BURNS
Thermal Heat

Rinse the burned area without scrubbing it and immerse it in cold water
do not use ice ufater

Blot dry the area and cover it using sterile gauze or a clean cloth

Chemical
Flush the exposed area with cool water immediately for 15 to 20 minutes

EYE INJURY

Small particles
Do not rub eyes
Use the corner of a soft clean cloth to draw particles out or hold eyelids open and

flush the eyes continuously with water using an eye wash station

Large or stuck particles
If a particle is stuck in the eye do notattempt to remove it
Cover both eyes with bandage

Chemical
Immediately irrigate the eyes and under the eyelids with water for 30
minutes

NECK AND SPINE INJURY

Ifthe victim appearstohave injured hisorher neck orspine or is unable tomove his

or herarm or leg do not attempt to move the victim unless it is absolutelTnecessary

HEAT EXHAUSTION
Loosen the victims tight clothing
Give the victim sips ofcool water

Makethe victim lie down in a cooler place with the feet raised
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Section 6

ACCIDENT INVESTIGATICN

Accident Investigation Procedures

An accident investigation will be performed by the supervisor at first notice of injury DWCI if
work related location where the accident occurred Thesafety coordinator is responsible for seeing
that the accident investigation reports see section 13 are being filled out completely and that the
recommendations are being addressed Supervisors will investigate all accidents injuries and
occupational diseases using the following investigation procedures

Implement temporary control measures toprevent any further injuries to employees

Review the equipment operations and processes to gain an understanding ofthe accident

situation

Identify and interview each witness and any other person who might provide clues to the
accidentscauses

Investigate causal conditions and unsafe acts make conclusions based on existing facts

Complete the accident investigation report

Provide recommendations for conectiveactions

Indicate the need for additional or remedial safety training

Accident investigation reports must be submitted to the safety coordinator within 24 hours ofthe

accident who shall forward them to the Human Resources Director upon receipt
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Section 7

RECORDKEEPING PROCEDURES

Recordlceeping Procedures

The Human Resources Director is the head ofrisk management and will control and maintain all employee
accidentinjury records and safety committee records Records are maintained for a minimum ofthree 3
years and include

See Section 13 for forms and reports

Accident InvestigationReports Employee Accident ReportForm Employee Incident Report Form
Employees Report of Injury Fatality or Serious Incident Form FollowupAction Form

Workers Compensation Notice of Injury Reports DWC 1 see section I3

Log Summary of Occupational Injuries and Illnesses LES SAF 200 seesection 13

Safety committee agendas minutes and correspondence
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Section 8

Employer Self Inspection Job Hazard Analysis

General Requirements

Each Selfinsurer is required under FAC Florida Administrative Code Rule
Chapter 38I100084 to implement a safety inspection program which includes a

job hazards analysis as part of their Comprehensive Safety and Health Program

Purpose and Responsibility forSelfinspections

Effectively managed and well conductedselfinspection programs constitute one ofthe most

important blocks on which to build a successful safety and health programThe purpose of
theSelfInspection program is twofold

Systematically identify conditions and or practices which have the potential to

cause injuryillness to employees and cause significantproperty damage
Implement effective corrective action which will eliminate or xeduce

unacceptable conditions and or practices

Who Should Inspect
Allemployees have both a duty and responsibility to inspect their tools and equipment before
each use With some pieces of equipment such as forklifts cranes hoists respirators brake
presses etc federal requirements clearly spell out the required frequency of inspection

Beyond the employeesduty to inspect hisher equipment there is a responsibility for

employers to ensure a safe healthful workplace for all employees One technique by
which the employer can achieve this requirement is through regular selfinspections
conducted by members ofeach division

In addition to supervisory selfinspections safety committees can also help the employer to

comply by ensuring inspection activities are clearly documented and forwarded to

management for corrective action

Frequency Of Inspection

Depending on the size of the establishrnent inspections maybe completed in a relatively short
period of time or certain areas may have to be selected and inspected over several days
There are four 4 fundamental types of inspections daily intermittent special and periodic

DailyThese inspections shall occur at the start or end ofa shift and may include
inspections for forklifts cranes hoist etc These inspections are typically part of
the employeesor supervisorsdaily routine

IntermittentThese inspections shall occur irregularly usually unannounced and

may include traditional department inspections conducted by safety committees

and supervisors
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Appendix F

SelfInspection Check Lxst

EmploerPosting

Is the Public Sector Job Safety and Health
workplace poster displayed in a prominent
location where all employees are likely to see

it Note it is not mandatory to post this poster
it is recommended to inform employees

Is the Florida RighttoKnowworkplace poster
displayed in a prominent location where all

employees are likely to see it

Are emergency telephone numbers posted
wherethey can be readily found in case of

emergency

Where employees maybe exposed to any toxic
substances or harmful physical agents has

appropriate information concerning employee
access to medical and exposure records and
Material Safety Data Sheets been posted or

otherwise made readily available toaffected

employees

Are signs concerning Exiting from buildings
room capacities floor loading biohazards
exposures toxray microwave ar other
harmful radiation or substances posted where
appropriate

Recordkeenin
Are all occupational injury or Are all occupational injury or

illnesses except minor injuries illnesses except minor injuries
requiring only first aid being requiring only firstaid being
recorded as required on the SAF 200 recorded as required on Workers
log Compensation DWC1 forms
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Are employee medical records and records of
employee exposure to hazardous substances or

harmful physical agents uptodate and in
compliance with current federal regulations

a Are employee training records kept and
accessible for review by employees as required
by specific federal regulations

Have arrangements been made to maintain
required records foz the legal period oftime for
each specific type record Some records must

be maintained far at least 40 years

Are operating permits and recordsuptodate for
such items as elevators air pressure tanks
liquefied petroleum gas tanks etc
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Safety and Tealth Program

Do you have an active safety and health Do you have a working procedure for

program in operation that deals with handling inhouseemployee complaints
general safety and health program regarding safety and health
elements as well as the management of
hazards specific to your worksite Areyou keeping your employees

advisedofthe successful effort and
Is one person clearly responsible for the accomplishments you andor your safety
overall activities ofthe safety and health committee have made in assuring they
program will have a workplace that is safe and

healthful
Do you have a safety committee or

group made up ofmanagement and
labor representatives that meets

regularly and reports in writing on its
activities

Medical Services andFirstAid
Is there a hospital clinic or infirmary o Are medical personnel readily available
for medical care in proximity ofyour for advice and consultation on matters

workplace ofemployees health

Ifmedical and firstaid facilities are not

in proximity ofyourworkplace is at

Least one employee on each shift

currently qualified to render ftrst aid

Have all employees who are expected to

respond to medical emergencies as part
oftheir work

1 received firstaid training 2 had

hepatitis B vaccination made available
3 had appropriate training on

bloodborne pathogen protection
procedures including universal
precautions and 4 have available and
understand how to use appropriate
personal protective equipment to protect
against exposure to bloodborne disease

Where employees have had an exposure
incident involving bloodborne

pathogens did you provide an

immediatepostexposure medical
evaluation and followup
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Arefirstaidkits easily accessible to

each work area with necessary supplies
available periodically inspected and
replenished as needed

o Are means provided for quick drenching
or flushing ofthe eyes and body in areas

where corrosive liquids ormaterials are

handled

Pursuant to OSHA memorandum ofJuly 1
1992 employees who render first aid only
as a collateral duty do not have to be offered

record all firstaidincidents involving the

presence ofblood orother potentially
infectious materials before the end ofthe
work shift during which the firstaid incident

occurred 2 the employer must comply
withpostexposureevaluation prophylaxis
and followup requirements ofthe standard
with respect to exposure incidents as

defined by the standard 3 the employer
must train designated firstaid providers
about the reporting procedure 4 the

employer must offer to initiate the hepatitis

uts the following requirements involving thepresence ofblood orother
exposure control plan and potentially infectious materials
them 1 the employer must
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Fire Protection
a Is your Local fire department well

acquainted with your facilities its

location and specific hazards

If you have a fire alarm system is it
certified as required

If you have a fire alarm system is

tested at least annually

If you have interior stand pipes and
valves are they inspected regularly

If you have outside private fire
hydrants are they flushed at least
once a year and on a routine

preventive maintenance schedule

Are fire doors and shutters in good
operating condition

o Are fire doors and shutters
unobstructed and protected against
obstructions including their
counterweights

Are fire door and shutter fusable
links in place

o Are automatic sprinkler system water

control valves air and water pressure
checked weeklyperiodically as

required

Is the maintenance ofautomatic
sprinkler systems assigned to

responsible persons or to a sprinkler
contractor

Are sprinkler heads protected by
metal guards when exposed to

physical damage

Is proper clearance maintained below
sprinkler heads

Are portable fire extinguishers
provided in adequate number and
type

Are fire extinguishers mounted in

readily accessible locations

o Axe fire extinguishers recharged
regularly and noted on the inspection
tag

Are employees periodically
instructed in the use ofextinguishers
and fire protection procedures

Are fire drills and emergency
evacuations held periodically at Lake

Park Town Hall
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Personal Protective Equipment And

Clothing
Are protective goggles or face shields Where special equipment isneeded for

provided and worn wherethere is any electrical workers is it available

danger offlying particles oz corrosive
materials Where food or beverages are consumed

on the premises are they consumed in
Are approved safety glasses required to areas where there is no exposureto toxic

beworn at all times in areas where there materials blood orother potentially
is a risk ofeye injuries sltch as infectious materials

punctures abrasions contusions or

burns Is protection against the effects of

occupational noise exposure provided
Are employees who need corrective when sound levels exceedthose ofthe

lenses glasses or contacts in working federal noise standard

environments having harmful exposures

required to wear only approved safety Are adequatework procedures
glasses protective goggles or use other protective clothing and equipment
medically approved precautionary provided and used when cleaning up

procedures spilled toxic or otherwise hazardous
materials or liquids

Are protective gloves aprons shields
or other means provided and required Are there appropriateprocedures in

where employees could be cut orwhere place for disposing ofor

there is reasonably anticipated exposure decontaminating personal protective
to corrosive liquids chemicals blood or equipment contaminated with or

other potentially infectious materials reasonably anticipated to be

contaminated with blood or other

Are hard hats provided and worn where potentially infectious materials

danger offalling objects exists

Are hard hats inspected periodically for

damage to the shell and suspension
system

Is appropriate foot protection required
where there is risk offoot injuries from

hot corrosive poisonous substances
falling objects crushing or penetrating
actions Are approved respirators
provided for regular or emergency use

where needed

is all protective equipmentmaintained
in asanitary condition and ready for
use

Do you have eye wash facilities and a

quick drench showerwithin the work

area where employees are exposed to

injurious corrosive materials
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General Work environment
Are all work sites clean sanitary and

orderly

Are work surfaces kept dry or

appropriate means taken to assure the
surfaces areslipresistant

Are all spilled hazardous materials or

liquids including blood and other

potentially infectious materials cleaned

up immediately and according to proper

procedures

Is combustible scrap debris and waste

stored safely and removed from the

worksite promptly

Is all regulatedwaste as defined in the

bloodborne pathogens standard
discarded according to federal state and
local regulations

Are accumulations ofcombustible dust

routinely removed from elevated
surfaces including the overhead
structure ofbuildings etc

Is combustible dust cleaned up with a

vacuum system to prevent the dust

going into suspension

Is metallic or conductive dust prevented
from entering or accumulating on or

around electrical enclosures or

equipment

Are covered metal waste cans used for

oily and paint soaked tivaste

Are all oil and gas fired devices

equipped with flame failure controls will

prevent flow of fuel if pilots ormain
burners are notworking

Are paint spray booths dip tanks etc
cleaned regularly

Is the minimum number oftoilets and

washing facilities provided
86

Are all toilets and washing facilities
clean and sanitary

Are all work areas adequately
illuminated

Are pits and flooropenings covered or

otherwise guarded



Are hand tools such as chisels punches
etc which develop mushroomed heads

during use reconditioned or replaced as

necessary

Are broken or fractured handles on

hammers axes and similar equipment
replaced promptly

Are worn or bent wrenches replaced
regularly

Are appropriate handles used on files
and similar tools

Are employees made aware of the
hazards caused by faulty or improperly
used hand tools

Are appropriate safety glasses face

shields etc used while using hand tools
or equipmentwhich might produce
flying materials or be subject to

breakage

Arejacks checked periodically to assure

they are in good operating condition

Are too handles wedged tightly in the
head ofall tools

Are tool cutting edges kept sharp so the
tool will move smoothly without

binding or skipping
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Walkways
Are aisles and passageways kept clear

Are aisles and walkways marked as

appropriate

Are wet surfaces covered with nonslip
materials

Are holes in the floor sidewalk or other

walking surface repaired properly
covered or otherwise made safe

Is there safe clearance forwalking in
aisles where motorized or mechanical

handling equipment is operating

Are materials orequipment stored in

such a way that sharp projectiles will not
interfere with the walkway

Are spilled materials cleaned up

immediately

Floor and Wall Openings
Are floor openings guarded by a cover
a guardrail orequivalent on all sides

except at entrance to stairways or

ladders

Are toeboardsrnstalled around the edges
ofpermanent floor opening where
persons may pass below the opening

Are skylight screens ofsuch
construction and mounting that they will
withstand a load ofat least 200 pounds

Is the glass in the windows doors glass
walls etc which are subject to human

impact ofsufficient thickness and type
for the condition of use

Are grates or similar type covers over

floor openings such as floor drains of
such design that foot traffic or rolling
equipment will not be affected by the

grate spacing Are unused portions of
service pits and pits not actually in use

either coveredor protected by guardrails
or equivalent

Are changes of direction orelevations
readily identifiable

Are aisles or walkways that pass near

moving or operating machinery welding
operation or similar operations arranged
so employees will not be subjected to

potential hazards

Is adequate headroom provided for the
entire length of any aisle orwalkway

Are standard guardrails provided
wherever aisle or walkway surfaces are

elevated more than 30 inches above any

adjacent Hoar or the ground

Are bridges provided overconveyors
and similar hazards

Are manhole covers trench covers and
similar covers plus their supports
designed to carry a truck rear axle load
of at least20000 pounds when located
in roadways and subject to vehicle
traffic

Are floor or wall openings in fire
resistive construction provided with
doors orcovers compatible with the fire

rating ofthe structure and provided with

self dosing feature when appropriate
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Stairs and Stairways
Are standard stair rails or handrails on

all stairways having four or more risers

Are all stairways at Least 22 inches
vride

Do stairs have landing platforms not less
than 30 inches in the direction oftravel
and extend 22 inches in width at every
12 feet or less ofvertical rise Do stairs

angle no more than 50 and no less than
30 degrees

Are stairs ofhollowpan type treads and
Iandings filled to the top edge ofthe pan
with solid material

Are step risers on stairs uniform from

top to bottom

Are steps on stairs and stairways
designed or provided with a surface that
renders them slip resistant

Are stairway handrails located between
30 and 34 inches above the leading edge
of stair treads

Do stairway handrails have at least3
inches ofclearancebetneenthe
handrais and the wall or surface they
are mounted on

Where doors or gates open directly on a

stairway is there a platform provided so

the swing ofthe door does not reduce
the width ofthe platform to less than 21

inches

Are stairway handrails capable of

withstanding a load of200 pounds
applied within 2 inches ofthe top edge
in any downward oroutward direction

Where stairs or stairways exit directly
into airy area where vehicles may be
operated are adequate barriers and

warnings provided to prevent employees
stepping into the path oftraffic

o Do stairway landings have a dimension
measured in the direction oftravel at

least equal to the width ofthe stairway

Ts the vertical distance between stairway
landings limited to 12 feet or less
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Elevated Surfaces
Are signs posted when appropriate
showing the elevated surface load

capacity

Are surfaces elevated more than 30
inches above the floor or ground
provided with standard guardrails

Are all elevated surfaces beneath which

people or machinery could be exposed
to falling objects provided with
standard4inch toebaards

Is apermanent means ofaccess and

egress provided to elevated storageand
work surfaces

Is required headroom provided where

necessary

Is material on elevated surfaces piled
stacked or racked in a manner to prevent
it from tipping falling collapsing
rolling or spreading

Are dock boards or bridge plates used
when transferring materials between
docks and trucks or rail cars
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Exiting or Egress
Are all exits with an exit sign and
illuminated by a reliable light source

Are the directions to exits when not

immediately apparent marked with
visible signs

Are doors passageways orstairways
that are near exits nor access to exits and
which could be mistaken for exits
appropriately marked NOT AN EXIT
TO BASEMENT STOREROOM
etc

Are exit signs provided with the word

EXIT in lettering at least 5 inches

high and the stroke of the lettering at
leasthinch wide

Are exit doors sidehinged

Are all exits kept free of obstructions

Are at least two means of egress

provided from elevated platforms pits
or rooms where the absence of a second

exit would increase the risk of injury
from hot poisonous corrosive
suffocating flammable or explosive
substances

Are there sufficientexits to permit
prompt escape in case ofemergency

Are special precautions taken to protect
employees duringconstruction and

repair operations

Is the number of exits from each floor of

abuilding and the number ofexits from
the building itself appropriate for the

building occupancy load

Are exit stairways which arerequired to
be separated from other parts ofa

building enclosed by at least2hour
fireresistive construction in buildings
more than four stories in height and not

less than1hour fireresistive
constructive elsewhere

Where ramps are used as part of

required exiting from a building is the

ramp slope limbed to 1 ft vertical and

12 ft horizontal

Where exiting will be through frameless

glass doors glass exitdoors storm

doors etc are the doors fully tempered
and meet the safety requirements for
human impact
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Exit Doors
Are doors which are required to serve as

exits designed and constricted so that
the way ofexit travel is obvious and
direct

Are windows which could be mistaken
for exit doors made inaccessible by
means of barriers or railings

Are exit doors openable from the
direction ofexit travel without the useof
a key orany special knowledge or effort
when the building is occupied

Is a revolving sliding or overhead door

prohibited from serving as a required
exitdoors

Where panic hardware is installed on a

required exit door will it allow the door
to open by applying a force of 15

pounds or less in the direction ofthe exit
traffic

Are doors on cold storage rooms

provided with an inside release
mechanism which will release the latch
and open the door even if its padlocked
or othertivise locked on the outside

a Where exit doors open directly onto any

street alley or other area where vehicles

may be operated are adequate barriers
and warnings provided to prevent
employees stepping into the path of
traffic

Are doors that swing in both directions
and are located bettieen rooms where
there is frequent traffic provided with
viewing panels in each door

Portable Ladders

Are all Iadders maintained in good
condemn joints between steps and side
rails tight all hardware and fittings
securely attached and moveable parts
operating freely without binding or

undue play
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Are nonslip safety feet provided on

each ladder

Are nonslip safety feet provided on

each metal or rung adder

Are ladder rungs and steps free ofgrease
and oiI

Is it prohibited to place aladder in front
ofdoors opening toward the ladder

except when the door is blocked open
locked orguarded

Is it prohibited to place ladders on

boxes barrels or other unstable bases to

obtain additional height

Are employees instructed to face the
ladder when ascending or descending

Are employees prohibited from using
ladders that are broken missing steps
rungs or cleats broken side rails or

other faulty equipment

Are employees instructed not to use the

top step ofordinary stepladders as a

step

When portable rung adders are used to

gain access to elevated platforms roofs
etc does the ladder always extend at
least 3 feet above the elevated surface

Is it required that when portable rung or

cleat type ladders are used the base is so

placed that slipping will not occur or it
is lashed or otherwise held in place

Are portable metal ladders legibly
marked with signs reading CAUTION

DoNot Use Around Electrical

Equipment or equivalent wording

Are employees prohibited from using
ladders as guys braces skids gin poles
or for other than their intended

purposes

o Are employees instructed to only adjust
extension ladders while standing at a

base not while standing on the ladder ar

from a position above the ladder

Are metal ladders inspected for damage

Are effective guards in place overbeds
pulleys chains sprockets on equipment
such as concrete mixers air

compressors etc

Are the rungs of ladders uniformly
spaced at 12 inches center to center
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Hand Tools and Equipment
o Are all tools and equipment both

company and Employee owned used by
employees attheir workplace in good
condition
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Section 9

PLAYGROUND INSPECTION PROGRAM

Purpose

This program is provided to ensure the safety ofthe public through maintenance inspections repairs and

review ofthe Townsrecreational areas for the intention of repair removal replacement or upgradeof
equipment

The purpose ofthis program is to provide a playground inspection plan that will provide guidelines for a

comprehensive inspection program of all playgrounds parks and recreational areas in the Town ofLake
Park The Town ofLakeParksCommissioners have committed the LakeParkPublic Works Department to
maintain certain Town owned and operated parks playgroundsand playing fields This inspection program
will provide for

I Accountability
2 Documentation of maintenance
3 Documentation of inspection
4 Documentation of repair ofequipment and facilities
5 Documentation ofneed to replace or remove

6 Management support

SCOPE

The inspection program will compliment the previous maintenance procedures This inspection program
will consist ofthree 3 procedures

I Preliminary Field Crew
a Inspection
b Repair or barricade dangers
c Documentation

2 Intermediate Management and Safety Officer
a Review ofinspection report
b Place work orders for repair upkeep or removal

c Occasional Safety Officer inspections

3 Semiannual review Public Works Director and Staff
a Upgrade or removal

b Safety report to Risk Management
c Reporting to the Safet Committee

This program will include the mowing schedule forparks beaches playgrounds and playing fields
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AREAS OF CONCERN

Entrance to and from the playground An entrance to a fenced in playground should be handicapped
accessible and clear of any hazards that thepublic can slip trip or fall on or over

Signs Allplaygrounds should have the following signs
1 Children must be accompanied by an adult
2 Report hazards to5b18813345
3 No alcoholic beverages allowed
4 Ifno lights available Park closes at sundown
5 No animals allowed in playground area

6 No loitering

Lighting Lighting ofa playground area ifavailable should be sufficient enough toprovide for a safe play
area atnight

Areas needing barricades All field crews will have barricades to prevent usage ofplayground areas or

equipment in the event that a danger is evident and cannot berepaired or removed immediately Barricades
are not a long term solution The hazard should be removed or repaired within a reasonable amount of
time All field crews should have someyellowcaution tape Apiece ofequipment that has been barricaded
from use shall be noted on the inspection sheet

Park association responsibilities The park associations that create conveniences for the enjoyment ofthe
public are accountable for their actions and should be held accountable
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INSPECTIONS

Enclosed are two inspection sheets for each area PLAYGROUND to be inspected by theFIELD CREW

The field crewshall have a WEEKLYand MONTHLY INSPECTION SHEET provided specifically
for their designated park or reexeational area

1 They shall print their name at the top where it states INSPECTED BY

2 They shall put the date of inspection below their name

Vveeklpections General upkeep and surfacing

A weekly inspection will be conducted and documented

1 Inspect the area including playground beach and playing fields
2 Comment on any area ofdeterioration
3 Recommend repair removal or replacement
4 Repair any hazard ifpossible and document actions

The Field Crew Inspector must fill in every line If the inspection sheet has areas that do not apply
then writeNA O or

State what actions you took ifyou picked up debris or broken glass etc

Note anything broken even if you have to note the same thing every week It is important to

document that it was noticed and that something is wrong every week until the hazard is removed
repaired or replaced

The surface material on a playground shall comply with federal guidelines AlIplayground surfaces
should be clear ofdebris removal of protruding rocks glassor roots All impact resistant material

should be replaced in its appropriate area under the swing bottom ofslide oraround the merrygo
round All actions should be noted on inspection sheet

Note any vandalism criminal activity or suspicious activities

If therers no place tonote certain items place them at the bottom under comments or attach a sheet
to the inspection report State See Attached if you are attaching something to the sheet

Monthly Inspection Reports Equipment

A monthly inspection report shall be handled in the same maruexas the weekly inspection report
this report shall also include

1 A thorough inspection of the equipment
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2 Comments on any areas ofdeterioration ofequipment
3 Recommendation for reznovai or replacement ofequipment

Monthly inspections include a thorough review of alI playground equipment including repair
lubrication or barricading any questionable equipment

Inspection sheets will be turned into the area supervisor for their initials review and placement ofwork
orders if needed

Playground inspection Field Crew should keep a copy ofinspection for reference

MANAGEMENT STAFF RESPONSIBILITIES

TheAaeaSuperrisor Shall

1 Review initial and date the inspection report
2 Place work orders for the repair or removal ofthehazard document the work order number onthe

inspection sheet
3 Assign a work detail to correct any safety hazards and document this action as anattachment to the

inspection sheet
4 Keep a copy ofthe inspection and within 24 hours ofinspection send to the Safety Officer for review

and placement in the PLAYGROUND EQUIPMENT INSPECTION BOOK

Safety Officer

1 This inspection report tivill be initialed by the Safety Officer and placed in the Town ofLake Park
PLAYGROUND EQUIPMENT INSPECTION BOOK This book shall be available forreview by
thePublic Works Director Safety Officer and Risk Manager when necessary

2 A followupofworkorders will be performed by the Safety Officer and date ofcompletion or status
documented on the inspection report upon receipt of the following weeksinspection

Management Staff

The PLAYGROUND INSPECTION PROGRAM LOG BOOK shall be reviewed by the Public
Forks Director Safety Officer or RiskManager as often a necessary This review will be used to

note deficiencies in the playgrounds program and staff

94



Section 10

Reserved For Future Use

101



Section 11

Reserved For Future Use

1I1



Section 12

SAFETY POLICIES AND PROCEDURES
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SAFETY POLICIES AND PROCEDURES

SUBSECTION A OFFICE SAFETY

1 Keep an eye open far loose or rough floor covering and report same to supervisor
2 Be extra cautious when approaching a door that can be pushed open towards you Gentlypush doors open

and slow downwhen coming to a blind corner

3 Haste when walking between desks results in bruises and falls Slow down and pay attention to your
movements

4 Electrical cords shouldnot be placed near foot traffic however if this is necessaryan approved cord cover

must be utilized to minimize tripping hazards

5 AlI filedesk and table drawers shall be kept closed whennot in use Close drawers immediately after each

use Never open more than one file drawer at a time
6 Overloading the top drawer ofunsecured file cabinets is dangerous If unfamiliar with the file cabinet test

the drawers and be careful not to pull them out too far if there is no locking device on them
7 Furniture such as tables desks and chairs must be maintained in good condition and free from sharp corners

projected edgeswobbly legs etc Notify your supervisor immediately ofany deficiencies
8 Tilting chairs can bea hazard when improperly used and care should be taken to assuxe that they are in good

condition Be surethe chair is behind you before you sit down
9 Never use chairs desks or other furniture as a makeshift ladder Always use a step ladder or safety step

stool
10 Message spindles should not be used unless thepoint is protected by a suitable blunt coverandor the point

is bent ata horizontal angle
11 Keep the blades ofpaper cutters closed and locked when not in use Keep fingers and hands clear ofblades

when using
12 Pencils are safest when carried point down in pockets
13 Scissors paper cutters glass and razor blades can cause painful injuries Report such accidents at once to

your supervisor to protect yourself from infection
14 Keep paper clips thumb tacks and pins in a place where they cantbite and keep razor blades covered

Even a little scratch can get infected
15 Be sure equipment is grounded and that the cord is in good condition If a machine gives you a shock or

starts smoking UNPLUG IT and report it toyour supervisor

SUBSECTION B HOUSEKEEPING

1 Keep ork areas and storage facilities clean neat and orderly
2 Allaisles stairwayspassageways exits and accessways to buildings shall be kept free from obstructions at

all times All grease and water spills shall be removed from traffic areas at once

3 Do notplace supplies on top of lockers hampers boxes or other moveable containers at a heightwhere they
are not visible from the floor Store heavy items below shoulder level

4 When piling materials far storage make sure the base is firm and level Cross tie each layer Keep piles
level and not stacked too high Keep isles clean and with adequate space to work in them
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5 When storing materials suspended from racksorhooks secure it from falling and routewalkways a

safe distance from this surface beneath
6 When storing materials overhead onbalconies provide adequate toe boards to preventobjects from

rolling overthe edge
7 Tools equipment machinery and work areas are to be maintained in a clean and safe manner

Defects and unsafe conditions shall be reported to your supervisor at once

8 Return tools and equipment to their proper place when not in use

9 Layout extension cords air hoses water bases ladderspipes tools etc in such a way to minimize
tripping hazards or obstruction to traffic

10 Clean up spills immediately to avoid slipping hazards In the event the removal cannot be done
immediately the area must be appropriately guarded signed or roped off

11 Nail points tie wires etc must notbe left exposed when packing and unpacking boxes crates etc

Nails are to be removed as soon as lumber is disassembled
12 Shazp or pointed articles should be stored as to prevent persons from coming in contact with the

sharp edges orpoints Place sharp objects into a sealed labeled sturdy containerie cardboard box
prior to disposal

13 Allpacking materials should be properly disposed ofto prevent fires
14 Wastebaskets are tobe emptied into approved containers

15 Oil and greasy rags shall be put into a designated metal container for that purpose
16 Adequate lighting in obscure areas shall be secured for theprotection ofboth employees and public

Notify your supervisor of areas with inadequate lighting

SUBSECTION C FIRE PREVENTION

1 Fire equipment shall be prominently displayed labeled for usage and kept clear for easy access at all
times

2 Knowthe location and type offire extinguishers and how tousethem After use ofanextinguisher
xeport such use immediately to yoursupervisor so a replacement may be obtained or theextinguisher
recharged

3 Different types of fires require differenttypes ofextinguishers Thefollowing describes extinguisher
ratings and how they should be used

A rating fires ofwood rubber paper cloth and plastics
B rating flammable liquids gases and greases motor oil paint thinner gasoline propane

natural gasetc

C rating use on fires when live electrical equipment is involved to prevent possible severe

electrical shock
D ratinguse on particular types ofmetal fires such as sodium and magnesium

4 Oily rags and other flammable wastes shall be kept in covered metal containers Suchdebris shall
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be removed from the Public Works shopbuilding as soon as possible and in no case shall be Left unattended
in a building overnight

5 Cleaning solvents that have flammable properties shall be kept in approved safety containers Each
container shall be labeled as to its contents Use ofgasoline is prohibited forcleaning floors or any parts of
buildings

6 Gasoline used in small quantities in shops far fueling engines being repaired tested adjusted etc shall be
handled and dispersed in the smaller one gallon approved metal safety containers Containers must be
labeled as to their contents

7 The fueling ofany type ofmotorized equipment while the engine is running is prohibited When transferring
flammable liquids make sure the filler nozzle touches the equipment or can be filled in order to guard
against the buildupofstatic electrical charge

8 Never overfill a tank but rather underfill it to allow room for expansion ofthe liquid
9 No artificial light except UL approved flashlights will be used near escaping gasoline or other flammable

vapors or when entering an enclosure suspected ofcontaining gas
10 The use offuel oil or kerosene forstarting fires is allowed only in outside areas Caution must be observed

Fuel oil orkerosene will not be used for starting fires in stoves Under no circumstances will gasoline be
used for starting fires

11 No Smoking shall be enforced in all areas where hazardous substances are stored or used and any other
areas where posted

I 2 Exits shall not be locked chained or otherwise from the inside
13 All Town vehicles shall have a 2ASBC 212 lb Fire extinguisher securely mounted in a convenient

location
14 All fire extinguishers must be inspected and certified annually by a Licensed Florida State extinguisher

company Each department shall have a designated person to inspect fire extinguishers on amonthly basis
Discrepancies shall bereported to the Supervisor who shall be responsible forobtaining a replacement unit

1 It is necessary that shops and fixed activities that contain fire hazards have an EmergenevAction and Fire
Prevention Plan Frequent training shall be provided to employees to ensure that all are familiar with the
plan

16 All fires shall be reportedto the Fire Department

SUBSECTION D MATERIAL HANDLING

Accidents can be avoided by taking time to plan ahead using mechanical equipment whenever possible and
thinking about the proper way to do the task and the proper tools to use while performing it

4STEP MANUAL LIFTING PROCESS

STEP 1 GETTING READY

Size up the load Ifit is too heary orbulky play it safe get help
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Check the load over and remove any protrudingmaterials such as nails splinters sharp edges
oranything that could cause you to loose your grip such as oil or grease
If surface is rough wear gloves
Be sure the path you take is clear from any obstacles

STEP 2 PICKING IT UP
Ensure firm footing and balance and try to stand with feet about shoulder width apart grip
load firmly
If load is below waist bend knees to get into position keep your back straight stomach
muscles tight and lift slowly with your legs
Lift object or load close to the body

STEP 3 CARRYING IT CAREFULLY
Be sure you can see where you are going turn your body with the direction ofyour feet
Use extra care in tight places as not to smash hands and fingers

STEP 4 PUTTING IT DOWN

If receiving surface is about waist high use the surface edge to take part ofthe Ioad thenpush
it forward

Ifyou must lower the load tothe floor or ground bend yourknees keep backstraight stomach
muscles tight and again use your legs

For those employees issueda hack belt be sure to use itproperly Improper use ofa back belt can do more

harm than good Your supervisor willprovide initial training at time of issuance andperiodic retraining
when necessary

2 Cylinder Handling Oxygen Acetylene Chlorine Sulfur Dioxide

a Always secure cylinders containing gas in an upright position
b Valve Protection caps shall be in place and secured tightly when moving and storing cylinders
c Valve protection caps shall not be used for lifting cylinders
d Do not tamper with safety devices on cylinders or valves
e If a valve cannot be opened by hand do not use a hammer or wrench to open cylinder valves

with fixed hand wheels

f Cylinders shall be identified as full or empty at all times
g Only trained personnel shall be allowed to change out cylinders or tanks

SUBSECTION E PERSONAL PROTECTIVE EQUIPMENT PPE

The variety ofwork operations performed by municipal employees involves potential industrial hazards
The tasks performed range from custodial services toheavy construction activities Care should be taken by
each
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employee to protect themselves and others from injury by following these general rules

Clothing

a The wearing ofloose flowing or ragged clothingon ornear moving machinery orequipment is
prohibitedie longsleeves shirt tails etc

b To avoid injuries footwearshouldbe in good condition Wear appropriate footwear required for
the work being done Ifany doubts contact your supervisor

c Hairshould be pulled back and secured onthehead so as not toget in theway especially around
moving equipment

d Gas and oil soaked clothes are a serious hazard Keep clothes oil free
e Safety vests shall be worn at all times when working on right ofways roadways and areas of

reduced visibility
f Excessive jewelry Loose jewelry can be a hazard while operating equipment

2 Head Protection

a Hard hats shall be worn in the following situations

Allpersonnel working on a site involving construction
All personnel working with high voltage electrical equipment
All personnel engaged in tree trimming or cutting operations
All personnel engaged in inspections or supervision ofthe above activities

Supervisors may designate additional areas where hard hat usage is required as the need
arises

3 Face and Eye Protection

Hazards involving the possibility of injuries to the face and eyes exist in both indoor and outdoor tasks
They range from dust particles ofsteel concrete sand and splashes from corrosives and liquidchemicals
Safety glasses goggles or face shields made ofplastic or glass offer a vital protection when used properly
Dirty or scratched lenses may provide another hazard from reduced visibility and should be cleaned or

replaced immediately

All employees in the Town ofLakePark are expected to follow thebelow safety procedures regarding face
and eye protection

a Safety goggles or safety glasses should be worn when

Grinding cutting milling or drilling with powered tools

Using impact wrenches compressed air tools and pressure washers
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Chipping scraping or scaling paint rust carbon or other materials
Using punches chisels or other impact tools
Cutting or breaking glass
Chipping or breaking concrete

Soldering
Cleaning dirt from vehicles machinery etc

Sand blasting or aircleaning operations
Using power woodworking machinery bath fixed and portable
Tree trimming brush cutting or stump removal

Using any lawn mowing equipment mowers blowers edgers etc

b A full plastic face shield shall be worn when handling acids caustics and other harmful dusts liquids or

gases
c A face shield with the proper filter lens or welders lens shall be tivorn atall times during metal cutting and

welding operations Warning signs shall be posted to warn others prior to any TeIding operations
Additionally welding screens shall be used if available

d A face shield should always be used with other eye protection such as goggles or glasses
e After market glasses and shades are not permissible Most of these glasses do not protect against impact

from foreign objects

4 Finger Palm and Hand Protection

a Do not wear rings metal bracelets and otherjewelry when working around machinery
Jewelry increases the danger ofelectrical shock and can cause fingers or hands to be badly injured

b GIoves should be worn rhen handlinghot cold abrasive caustic infectious or any other hard tohandle
materials Several types ofgloves are available toemployees be sure tochoose gloves appropriate far the
task at hand

c Any allergic reactions or rashes thought to be caused by gloves shall be reported at once

SUBSLCTTOITFHAND TOOLS

The following safety procedures shall be followed by each employee

1 Employees who are inexperienced in the use ofa hand orpower tool shall not use the tool unless properly
supervised

2 Select the right tool for the job
3 Sharpen and carry all cutting tools with the sharp edge down
4 Check the handles of all tools for tightness and splinters prior to use

5 Check the head ofeach tool such as hammers chisels punches etc If the toolneeds dressed repair it prior to

use or do not use it
6 Wear shatterproof glasses or goggles when using chisels punches and wedges
7 Use only properly insulated tools when working around electrical circuits or equipment
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8 Avoid using metal measuring tapes fabric containing woven metal strands rope with wire cord or

other tools and equipment thathave conductive properties while around energized electrical circuits or

equipment
9 Return all tools to their proper place
10 Employees will receive a short orientation from their supervisor of foreman How to use the tool

safely

SUBSECTION G POWER TOOLS EQUIPMENT

Potential serious injuries can occurfiom the operation ofboth portable and stationary power tools All
employees who use power tools orequipment mustfirst be trained and display adequate knowledge ofsafety
operating procedures

General Safety Rules

a All power tools should be visibly inspected for damage prior to each useie cords housings
blades etc

b Make sure alI machine guards are in proper place prior tooperation
c Install or repair equipment only ifyouare qualified Unplugequipment prior to repairing ormaking

adjustments
d Be sure equipment is properly grounded Check all ground connections regularly for tightness
e Wear all proper protective equipment required for the job
f Unplug power cords by pulling on the plug not the cord
g Work area should be clean well lit and dry
h Do not carry tools by the cord
i Always be aware ofyour surroundings Stay alert and stay safe
j Inspectpower tools for frayed wires exposed wires and loose components

2 Portable Power Tools

SAWS

a Do not use dull or loose blades

b Dontoverload the motorby pushing too hard or cutting material that is too heavy
c Before cutting inspect the material tobe cut for nails or foreign objects
d Be sure you have firm footing and balance

DRILLS

a Select the correct drill bit for the job and be sure that it is sharp
b Make sure the material being drilled is secured or clamped firmly
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c Hold the drill firmly and at the correct angle Dontforce it to work or lean on it with all your

strength
d Always remove the bit from the drillwhen yourefinished

ROUTERS

a Never start the router when the cutting edge ofthe bit is in contact with the work
b Hold the router frmly especially when starting
c When the cut is complete turn off the motor Dontlift the machine froth the workuntil the motor

has come to a complete stop
d Always keep router base flat an work surface

GRINDING WHEELS

a Before use make sure that wheels are firmly held on spindles and work rests are tight
b Stand to one side while starting motor until operating speed is reached prevents injury if a

defective wheel breaks apart
c Use light pressure when you start grinding too much on a cold wheel may cause failure

PORTABLE SANDERS

a Arrange cord so that it will not be damaged by the abrasive belt
b Keep both hands on the tool to ensure good control
c Hold onto sander when you plug it in
d Clean dust and debris from the motor and vent holes and lubricate regularly

Stationary Power Tools

TABLE SAW

a Never reach over the sawto push stock that has been sawed

b Stand slightly to one side never in line with the saw

c To avoid kickback the greatest hazard ofrunning a table saw

Never use a dull blade

Dontcut freehand or attempt to rip badly warped wood
Use splinter guard
Dontdrop wood on an unguarded saw

RADIALARMSAW

a The saw and motor should alwaysbe returned to the rear of the table against the column after a cut

is made
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b Ifthe motor slows while cutting itmeans it is overloaded Can be due to low voltage bad blades or

material being fed too fast
c Keep machine in good alignment and adjustment to prevent excessive vibration

BAND SAW

a Stand to left front ofsaw Ifthe blade breaks it will fly out to the right
b Dontcut until saw is moving at full speed

JIG SAW

a Be sure blade is secured tightly
b Handle material being cut with both hands and keep fingers away from blade
c When making curved cuts do not push stock into blade Turn stock on the table tultil curve has

been cut

DRILL PRESS

a Clamp or securely fasten the material being drilled whenever possible
b Make sure any attachments are fastened and adjusted

LATHES

a Use only sharp cutting tools
b When operating a lathestand to the side This will prevent injury if the tool catches and is thrown

out ofyour hand

c Make sure the wood you are going to tum is free ofknots cracks and other defects

JOINTER

a Never run a piece ofwood shorter than 10 inches acrossjointer Use hand toolstoplane such small

pieces
b Use a push block when working with boards thinner than threequarters ofan inch
c Always keep your hands on top of the work to avoid injury
d Always try toplane in direction ofgrain

4 WeIdin Machines

a All welding equipment should be kept clean free from grease and oil and in good repair
b Proper welding shields or goggles and gloves should be worn

c An appropriate fire extinguisher shall be available for instant use

129



d Before any welding operations beginproper warning signs andor screens shall be placed towarn

and protect other employees Employees entering the area must wear appropriate eye protection
e At the completion ofthe work the weldershould make a careful inspectionofthej ob site toensure

that hot articles have not been left smoldering which might later develop into a serious fire

5 Compressed Air

a The use ofcompressed air for cleaning purposes is prohibited
b Eye protection is required
c Be sure that the discharge end ofairhoses is securely fastened prior to turning compressed air into

the hase
d Always maintain a secure hold on any air powered tool toprevent injury to the operator or those

nearby

Grounds Maintenance Equipment

MOWERS

a Wear employer prescribed Personal Protective Equipment PPE such as eyeface protection
gloves and hearing protection during mowing operation

b Make sure all equipment is in good operating condition prior touse

c No mowing equipment will be left unattended with the motor running
d Visually inspect the area tobe mowed Remove or maw around hazards
e Ifa cutting unit strikes a solid object or vibratesabnormally stop immediately turn offengine wait

for all motion to stop and inspect for damage Raise the cutting decks when driving from one area

to another

Do notrun the engine in a confined area without adequate ventilation

g Bystanders should be warned by the operator of the danger of flying objects Do not direct

discharge towards bystanders
h Become familiar with the controls and know howto stop the engine quickly
i Keep all safety devices and decals in place replace as needed

j Operator must keep feet and hands away froze theundercarriage ofthe mower

k Check safety switches daily
1 No mowing equipment shall be operated without the manufactured safety guards in place
m Do not touch engine muffler or exhaust pipe while engine is running
n Never refuel with engine running
o Use only approved gasoline containers

p Do not smoke while handling gasoline
q Do not use mowers in rainy weather
r Only Town certified mechanics are permitted to make repairs on equipment NO repairs will be

made on the job site unless it is performed by a Town mechanic
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CHAIN SAWS

a When transporting a chain saw in a vehicle keep the chain and the bar covered with a guard and

secure it to prevent fuel spillage and damage
b When transporting a chain saw by hand stop the engine grip the sawhandle place the muffler at

the side away from yourbody and positiontle guide bar to the rear

c Always start a chain saw with a 10inch or larger bar onthe ground
d Do not place a chain saw on your knee when starting it

e Always use both hands to maintain control of the chain saw using only those grip locations

specified by the manufacturer
f When moving from tree to tree or cut tocut activate the chain brake remove your finger from the

trigger and keep the bar away from your body
g Do not operate a chain saw above your shoulder height
h Do not set a saw down while the blade is engaged
i Stop the engine and turn the switch to OFF when the chain saw is to be left unattended or

refueled Do not overfill the fuel tank

j Place cones and barricades in the area where you are performing chain saw operations
k Choose an area for cut branches to fall before beginning work Alertcoworkers by yelling

timber tonotify them of falling branches
1 Disengage spark plug wire before attempting to remove jammed material from blade

EDGERS

a Do not start an edger iftheblade is touching theground
b Operate the edger at full blade speed
c When edging along roads stay as close to the curb as possible
d Wear your employer prescribed Personal Protective Equipment PPE such aseyefaceprotection

gloves breathing filters and hearing protection
e Do not use the edger in rainy weather
f Do not usethe edger if it has loose or worn blades belts or other parts Ifthese damages exist tag

the edger out ofservice and do not use it

g Visually inspect the area to be edged for possible hazards
h When working in close proximity to roadways wear a safety vest

LINE TRIMMINGWEEDEATERBRUSHCUTTER

a Before refueling the trimmer remove it from your harness place it on the ground and allow the

engine to cool
b Wear employer prescribed Personal Protection Equipment PPE such as eyeface protection

gloves breathing filters hearing protection and long sleeve pants and shirts
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c Only use grip locations as specified by the manufacturer as a handhold when operating the unit

keep bothhands on the unit during operations
d Visually inspect for and trim around hazards

e Do not performtiming operations above 10 feet in height alone acoworker must assist you

f When working in close proximity to roadways wear a safety vest

BACKPACK BLOWERS

a Do not use the blower to clean yourself
b Do not direct the blower toward bystanders

CHIPPERS

a Daily maintenance and inspection ofequipment should be performed prior tooperationie belts

hoses fluid levels leaks bolt tightness etc Only qualifiedpersonnel may operate this equipment
b Wear employer prescribed Personal Protective Equipment PPE such as eyeface protection

gloves and hard hat

c Avoid wearing loose clothing when operating the chipper Short sleeve shirts are preferred to

prevent a limb from catching on a shirt and pulling you into the chipper feed housing
d Prior tostarting the machine block the tongue and chock thewheels

e Check the chipper housing intake area and engine area for foreign objects
f Make sure no one is in t11e path of discharge flipper
g Keep all bystanders away from machine

h Never place hands or feet or any foreign objects into the feed chute while feed wheels are turning
i Do not allow the machine to run unattended

j At least two people must be present to operate this machinery
k Only one person should feed the machine at one time

1 Do not stand in front of the hopper during feeding operations stand to the left orright side of

the hopper

SUBSECTION H ELECTRICAL HAZARDS

1 Where electrical equipment must be used in damp or wet locations use low voltage equipment and

wear rubber boots and gloves
2 Proper lockoutragout procedures see the LockoutTagout Procedures Plan shall be followed when

performing installation repair maintenance modification or any other adjustments to power

equipment where unexpected energization or startup ofthe equipment could harm employees
3 Never attempt work in or near overhead or underground power lines or gas lines Contact the

appropriate personnel prior to any wank being performed
4 In case of downed power lines get away from the danger area keep others away and contact

emergency services or appropriate personnel equipped to do the repaix job
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5 In case ofcontact with live wires do not touch the victim Ca11911
6 Control or fuse boxes should be kept closed at all times and should be labeled to indicate the areas or

machinery they operate
7 Extension cords should not be run across aisles or through oil or water Do not tightly bind cords as

they become damaged and dangerous Cords should be inspected for kinks worn insulation and

exposed strands or wire before use Dispose ofand replace any cords exhibiting wear

8 When fuses blow continually it is an indication of an overload or short This condition should be

reported to your supervisor immediately
9 Keep electrical equipment properly oiled free ofgrease and dirt

SUBSECTION I PUBLIC UTILITY SERVICES LINE LOCATIONS

Publicutilities are often installed in or near the work sites and good coordination between you and the utility
companies is a must Contact with or damage to otherutilities may affect the safety ofthe workers onthe

job the safety ofthe general public or interruption ofessentialutilities services To avoid these problems
line locations are required prior to any digging trenching or overhead or underground operations Schedule
locates at least 2448hours in advance when possible The following is a list of utility companies that
should be considered

Florida Power Light6978000 FL Dept ofTransportatiorrFDOT5614324966
Peoples Gas8778326747 PublicWorks 8813345
GasFlorida PublicUtilities 8381700 Adelphia Cable 6273600
WaterSewerSeacoast Utility Authority6272900 Bell South8887576500

Employees shouldbe knowledgeable ofthe Uniform Color Code as published by the Utility Location and
Coordination Council When any doubt exists as to utility locations do not proceed until clarification is

received

The following safety procedures shall be followed

BEFORE WORK IS STARTED a supervisor shall

a Check plans to see if any utility services are located in or adjacent to the work site area

b Contact other utility agencies and coordinate line locations
c Make a personal inspection of the job site to identify what signs post markers overhead

electrical lines etc may beseen and make this informationknown to all affected employees
d Have all utility agencysemergencyphone numbers at the job site area so that an immediate

report can be made ifaccidental contact is made

IF ACCIDENTAL CONTACT IS MADE

a Call 911 for emergency medicalfirerescue services
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b Report incident to the affected utility service and to your supervisor
c Secure the area and reroute traffic ifnecessaryuntil situation is clearedoruntil relievedby

the proper authorities

SUBSECTION J LADDERS AND SCAFFOLDING

The following procedures will prevent accidents and possible injury relating to ladders and scaffolding

Ladders

a Metal ladders shall not be used in the vicinity ofelectrical circuits
b Inspect for defects before using Keep rungs clean and free ofgrease and oil
c Ladders should not be placed against window sash
d Straight ladders farm a triangle when placed against a wail or object for climbing When

properly placed the bottom side ofthe triangle should be about one fourth as long as the
verticalie ifthe ladder is leaned against the wall eight feet high the feet should be set two

feet from the wall
e When using a straight ladder it should belong enough toextend at least three rungs above

the level to which the user is climbing Stepladders are not designed to be used as straight
ladders

f Ifthe bottom ofa ladder is placed on an unsecured surface secure the ladder in apositionby
the use ofhooks ropes spikes cleats or otherantislipdevices or bystationing an employee
at the ladder base tohold it in position during use

g Never stand on the top step ofa ladder towork
h Only one person should be on a ladder at a time
i If it is necessary to place a ladder near a door or where there is potential traffic set up

warning signals or take other precautions toprevent accidental contacts which mightupset
the ladder

Scaffolding

a Planks and other materials used in building scaffolding must be sound and free from knots

Keep planks in good condition with a spar varnish never use paint on planks
b Planking should be adequately cleated the scaffolding over ten feet high should have toe

boards midrailsand handrails
c Be sure staging is on a sound base
d Loose tools on top of scaffolding are liable to fall and injure someone Keep tools in a

bucket or box secured on the scaffolding
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SUBSECTION K WORKING IN CONFINED SPACES

The OSHA confined space standard defines a confined space as a space that is large enough for an employee
to enter has restricted means of entry or exit and is not designed for continuous employee occupancy
Examples ofconfined spaces are storage tanks and bins ductwork tunnels sewers manholes and wetwells
The most common confined space areas for city employees will be sewers manholes and wetwells

Specific confined space hazards include physical hazards mechanical equipment temperature sound
engulfment entrapment etc oxygendeficiency identified as the primaryhazard combustibility fire and

explosion and toxic air contaminants The presenceofany one or combinationofthese hazards constitutes
a permitrequired confined space PRCS Before entry into a PRCS a written permit must be obtained

according to the Confined Space Operating and Rescue Procedures Plan

General Safety Procedures

a Before entering confined spaces test for oxygen and explosivetoxic vapors and gases
b Venting ofhazardous atmospheres shall be accomplished beforeentering whenever possible
c Maintain adequate ventilation while working
d When using portable blowers toventilate snake sure the air intake will notpick up carbon

monoxide fumes from the engine
e Adequate respiratory equipment shall be available for use if necessary and a1I potential

users shall be instnicted in the proper use ofsuch equipment
f No employees shall enter a manhole sewer tank or other underground confined space

without a safetybeltor harness and attached lifeline tendedbyanother employee at thepoint
ofentry

g When opening manholes in streets use barricades and warning signs toprotect pedestrian
traffic and to alert vehicle traffic to the hazard

h Never allow exits to be blocked
i Ladders shall be used when enteringmanholes when there is any doubt about the safety of

manhole steps
j Only lights approved and provided by the Tovmshall be used in manholes on areas where

explosive vapors or gases may exist

SUBSECTION L MOTORVEHICLE MOBILE EQUIPMENT

Totem vehicles are easily identified and therefore constitute atraveling advertisement seen bymany citizens
In ourrelationship with other motorists and pedestrians we exercise an important influence upon good or

bad public relations By utilizing courteous considerate and safe driving habits we shall build goadpublic
relations as well as avoid needless accidents
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General Safety Procedures Motor Vehicles

a Ifemployees must ride in the back ofa truck they shall sit on the floor ofthe bed or in seats

constructed for that purpose
b Allemployees shall be responsible for a safety check EACH DAY ofany vehicle or mobile

equipment heshe is assigned to drive Safety checks shall be documented onthe appropriate
form as provided by the Department Supervisors shall be notifed immediately of any

necessary repairs needed
c Position alI adjustments for safe driving before starting vehicleie seat mirrors etc
d Drivers of Town vehicles must possess a valid Florida driverslicense and they must be

thoroughly familiar with state and local regulations governing motor vehicle operation
e All slow moving equipment operated in public rightofways shall be equipped with a

triangular shaped reflecting sign and flashing lights in accordance with Florida Motor

Vehicle Code

f Be sure all loads are secured prior to movement of vehicle

g Never take drugs or strong medication before operating a vehicle Remember that drugs
illnesses or extreme fatigue may affect your ability to judge distances speed and driving
conditions

h Supervisors are responsible for ensuring that employees are utilizing seat belts

i No more than three 3 persons shall be permitted to ride in the front seat of any vehicle

j Never leave the vehicle unattended with the motor running
k Stay within posted speed limits Slow down when condition warrant

1 Be particularly cautious and alert while driving around children

m Do not assume therightofway DONTBE PUSHY YIELD OR STOP
n Avoid tailgating Keep a safe distance behind other vehicles and slow down or stop to let

tailgaters pass
o Turn on low beam headlights during rain storms and fog
p When refueling shut off motor and do not smoke

Aerial Platforms and Baskets

a Exercise extreme care when operating this type ofequipment near overhead power lines

b Only those employees who are trained and well versed in this type ofequipment operations
shall be ailotived toperform these operations

c Vehicle must remain parkedvrhile platform or basket is raised

d When outriggers are part of the vehiclesequipment use them

e Strategically place appropriate warning devices towarnoncoming trafficwhile working in

or near roadways
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Motor Vehicle Accident Procedures

a Obtain first aid or medical treatment ifrequired
b Notify the PoliceDepartment immediately and request an investigation at the scene Notify

Department Head and Supervisor
c Complete accident kit located in glove box ofTown vehicle
d In the event the police investigator fails toappear within a reasonable time exchange names

drivers license numbers and vehicle numbers with the other persons involved Offer no

information regarding the responsibility for the accident or what should have been done to

avoid the accident

SUBSECTION MWORKING IN ROADWAYS AND PUBLIC RIGHTOFWAYS

Municipal employees are often required towork in or along public roads andrightofways normally used

forvehicle orpedestrian traffic to repair utility services or perform tree trimming or landscaping tasks and

other maintenance activities It is desirable that whenever possible some continued flow of traffic be

maintained with the least possible interference with normal traffic patterns

The following are general guidelines to be followed when working in these situations

1 Prior to full or partial road closure notify all appropriate agencies as necessary

2 Wear employer prescribed Personal Protective Equipment PPE such as a safety vest hard hat
safety shoes gloves etc

3 Individuals working in roadways and rightofways mustbe properly trained in currenttraffic control

practices
4 The Traffic Control and Workzone Safety Plan shall serve as the standard for all related activities

and should be referred tooften

SUBSECTION NCHEMICAL HAZARDS

General Safety Policies

a Never eat drink or smoke around chemicals in the work area

b Keep flammable and explosive material away from any heat sources

c Make sure there is enough ventilation in the work area Ifyou feel the slightest amount of

dizziness or nausea report the incident immediately toyour supervisor
d Use the proper personal protective equipment This may include gloves safety glasses

masks respirators and work clothes depending on the type ofchemicals you are using
e Know how toproperly dispose ofall contaminated materials

f Always use established procedures for handling storing or transporting hazardous
chemicals
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g Material Safety Data Sheets MSDS are available forevery chemical on site and should be referred
too often

h Because most injuries occurwhen mixing chemicals or loading chemical applicationdevices special
care should be taken when performing these tasks

i Employees should be trained on and familiar with their departmentdivisionsHazard
CommunicationRight to Know Plan
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SAFETY COMMITTEE MINUTES

Date of Committee Meeting
Minutes Prepared By

Time
Location

Members in Attendance
Name Name Name

Previous Action

Review ofAccidents SincePrevious Meeting

Recommendations for Prevention

Suggestions From Employees

Recommended UpdatesTo Safety Program

Recommendations from Accident Investigation Reports

Safety Training Recommendations

Comments

Written format may vary as long as all identified areas are included
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TOWN OF LAKE PARK

ACCIDENT INVESTIGATION REPORT

REPORT

1 Nameofinjured
2 Sex M F Age Date ofaccident
3 Time ofaccident am p

4 Employeesjob title
5 Length ofexperience onjob years
6 Address of location where accident occurred
7 Nature ofinjury Injury type and Part ofthe body

affected

8 Describe the accident and howit occurred

9 Cause ofaccident

10 Was personal protective equipment required yes no Was it provided yes no

Was it being used yes no Ifno explain

11 Witnesses
12 Safety training provided to the injured yes no Ifno

13 Interim corrective actions taken toprevent recurrence

14Permanent corrective action recommended toprevent recurrence

15 Date of report 20 Employee Signature

Supervisor Signature Date

16 Status and followup action taken by safety committee

Safety Officer Signature Date

Dayofaccident
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INSTRUCTIONS FOR COMPLETING THE ACCIDENT INVESTIGATION REPORT

Anaccident investigation is notdesigned to find fault orplace blame but is ananalysis ofthe accident to determine causesthatcan
be controlled or eliminated

Items 16 Identification This section isselfexplanatory

Item 7 Nature ofInjury Describe the injury egstrain sprain cut burn fracture

Injury Type First aid injury resulting in minorinjurytreated on premises
Medical injury treatedoff premises by physician
No Injury no injury nearmiss type ofaccident

Part ofBody 13e specific and be sure to indicate right or left side ifnecessary

Item 8 Describe the accident

Item 9 Cause ofthe accident

Item10Personal protective equipment

Item11Witnesses

Item 12Safety training provided

Item 13Interim corrective action

Item4Selfexplanatory

Item15Selfexplanatory

Describe the accident including exactly what happened and where and how it

happened Describe the equipment or materials involved

Describe all conditions or acts which contributed to the accidentie

aunsafe conditions spillsgrease on the floor poor housekeeping or other

physical conditions

bunsafe acts unsafe work practices such asfailure to warn failure to use required
personal protective equipment

Seifexplanatory

Listnamesaddressesand phone numbers

Was any safety training provided to the injured related to thework activity being
performed

Measures taken by supervisor to prevent recurrence of incidentie barricading
accident area posting warning signs shutting down operations

Item 16Followup Oncethe investigation is complete the safety coordinator shall review and follow
upthe investigation to ensure that corrective actions recommended by the safety
committee and approved by the employer are taken and conholmeasureshave been

implemented
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TOWN OF LAKE PARK
EMPLOYEE ACCIDENT REPORT FORM

1 Date

2

Time

3 Road Conditions wet dry

4 Weather Conditions clear rain

5 Parties Involved Employees

6 Town vehicle number or equipment invol

Other vehicles or equipment involved

7 LicenseNos

S WitnesssYes Na If yes please list names and addresses ifapplicable

9 Name of injured partys

10 Police Report No

11 Property damage yes no vehicle other

12 Comments

Signature of Supervisor

Signature ofReporting
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TOWN OF LAKE PARK

EMPLOYEE INCIDENT REPORT FORM

1 Date Titne

2 Location

3 Road Conditions wet dry

4 Weather Conditions clear rain

5 Parties Involved Employees

6 Town vehicle number or equipment involved

Other vehicles or equipment involved

7 LicenseNos

8 WitnesssYes O No O If yes please list names and addresses if applicable

9 Name of injured partys

10 Police Report No

11 Property damage yes

12

no vehicle other

Signature ofSupervisor

Signature ofReporting
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Town ofLake Park

EmployeesReport ofInjury

I Name

2 Date ofAccident Department

3 To whom was it first reported or mentioned

Date and Time

Location of inc

4

5

6

Was first aid rendered By whom

Has employee seen a physician yes no

Physician name Date seen Time

Describe incident that caused injury

7 Describe nature of injury

8 Did other persons animal or circumstance contribute to the accident Yes No

How orwhat

9 How was employee counseled toprevent similar accidents
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Signature ofReporting Employee Date

Signature ofImmediate Supervisor Date

Signature ofPublic Works Director Date
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Fatality or Serious Incident Form

Far a Fatality Or Serious Incident Complete The Following

Employerstype ofbusiness

EmployersFederal Employer LD

Unemployment Insurance Account
WorkersCompensation Carrier
DateTimeofDeath
Enviromnental Conditions Weather Temp Winds Humidity
Was there adequate lighting If not explain

Public Employers

Has the fatality been reported to the Division ofSafety 24 hours

Y

Reported By

Division ofSafety 8003674378

Signature and Date ofReporter PrintName
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FollowUpAction Form

Status and followup action taken by safety coordinator

Date Referred to Safety Committee

ActionRecommendations by Safety Committee

Total Medical Claims Paid

Total Indemnity Paid

Safety Officer S

Date
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FIRST REPORT OF INJURY OR ILLNESS

FLORIDA DEPARTMENT OFFINANCIAL SERVICES
DIVISION OF WORKERS COMPENSATION

For assistance call18003421741
Or contact your local EAO Office

Report all deaths within 24 hours18002198953 or 850 9228953
PIFAQF PAINTmA TVPF

RECEIVED HY SENT TO DIVISION DATE DMSION RECEIVEDDATE
CLAQviS FIANDLINGENTITY

FMPI l1YFF IIJFr1RMATtA1J

NAME First Middle Last Social Security Number Date ofAccidentMnuroeyvep Time of Accident

HOME ADDRESS

StreeUApt
City State Zip

EMPLOYEESDESCft1PTION OFACCIDENT InGude Cause at Injury
i

TELEPHONE Area Cade Number

OCCUPATION INJURYILLNESTHATOCCURRED PART OF BODY AFFECTED

DATE OF BIRTH SEX

tM1LUYtK INFURMATIUN

COMPANY NAME FEDERALID NUMBERFEIN DATE FIRST REPORTED ManthJDaylYear

DBA
Street NATURE OF BUSINESS POLICYMEMBERNUMBER
City State ZIP

Municipality EMIT

TELEPHONE Area Code Number DATE EMPLOYED PAID FOR DATE OF INJURY

EMPLOYERSLOCATION ADDRESS ifdifferent LAST DATE EMPLOYEE WORKED WILL YOUCONTINUE TO PAY WAGES
INSTEAD OF WORKERS COMP

Street

City State Zip RETURNED TOWORK
IFYES GFVE DATE LAST DAY WAGES WILL 8E PAID INSTEAD

LOCATION IfAppligble DFWORKERS CDMP

PLACEOF ACCIDENT Street City State Zip DATE OF DEATH Iiapplicable RATE OF PAY
PER HourlyRate

street

City State Zip AGREE WITH DESCRIPTION OF Numberof hours per day
COUNTY OFACCIDENT ACCIDENT

Number of hours per week

Number of days per week
Any parson wn knowingly and with intentto mJura dehaud ordeceive any employer aremployee insurance mmparry orseHinwradptopram files a statement dakn NAME ADDRESS AND TELEPHONE

fMnisheCle as providedms97723sectionawtosnFsncem

w
I nic OF PHYSICIAN OR HOSPITALIl hava revie d undoreland and knovMdge dIe atfan

EMPLOYEE SIGNATURE IFAvailable to sign DATE

EMPLOYER SIGNATURE DATE AUTHORIZED BY EMPLOYER

1 a Denied Case DWC12Notice of DaniaAttached 2Medical Onlywhich became LostTime Case Complete all required information in3

1 b Indemnity Only Denied Case DWC12Notice of Denial Attached Employees8 Day of Disability

EntitysKnowledge of 8Day of Disability f f
Q 3 Last Time Case1Day of Disability Full Salaryin lieu of comp YES Full Salary End Oate f f

Date First Payment Mailed f f AWW Comp Rate

TT TT 80 TP lB PT Death Settlement Only

Penalty Amount Paid in 1tPayment Interest Amount Paid in1tPayment

FLORIDA MUNICIPAL INSURANCETRU57

EMPLOYEESCLASS CODE EMPLOYERSNAICS GODE CLAIMSHANDLING ENTITY NAME ADDRESS TELEPHONE

FLORIDA LEAGUE OF CITIES INC
DE CLAIMSHANDLING ENTITY FILE ATTN WC CLAIMS
6190 P0 eOX 538135 ORLANDO FL 328538135
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Subject Area Office Safety

Exhibit Checklist for Office Safety

Point ofContact Safety Officer

Aisles and Floors

Aisle clearance is adequate for twoway traffic and forunobstructed accesstoall parts ofthe office

and buildzng

Office arrangement allows easy egress under emergency conditions

There are no tripping hazards in the area created from either placement ofloose objects furniture

projection loose carpeting or floortile

Floors are clear ofpencils bottles and other loose objects that may create a slipping hazard

Aisles exits stairwells and doorways are kept clear at all times

Electrical Equipment

Electric fans are protected with guards ofnot overonehalfinch mesh

Cords and plugs are in good condition

Electrical and extension cords are not run through openings in doors walls ceilings or under

carpets and not placed over radiators or steam pipes

Multioutlet strips are not plugged into othermultioutlet strips daisy chained

Extension cords are not plugged into other extension cords

Small applianceseg fans lights with exposed metal must have a3pronggroundedplug unless

double insulated

Space heaters areULlisted

Space heaters have automatic shutoffsthat will actuate ifthe heater tips over

Space heaters are located at least 3 feet from combustible material



Space heaters microwave ovens and other highcurrent devices are plugged directly into a wall

receptacle not into strips extension cords Note A high current device draws MORE than 50
of the current rating ofthe power strip

Emergency Preparedness

Staff is familiar with emergency signals and procedures and emergency equipment ie fire

extinguisher pull station Automated External Defibrillator AED station usage in the building

Emergency numbers are prominently posted

Housekeeping

Housekeeping is maintained to minimize accidents

Laddersstepstoals are provided for reaching materials on shelves and are kept in safe serviceable

condition

Use step stools or laddersnot swivel chairs or other office furniture

Cleaning fluids areused only in small quantities and are stored in closed containers that are kept in
wellventilated areas if flammable they are not used near a flame or an open heating element

Do notpermanently store combustibles in offices

Do not place combustibles under desks tables or shelves where they would be shielded from

automatic sprinkler protection

Wrap sharps eg razor blades utility blades metal piecesbrokencracked glass brittle plastic
objects or other materials that may break and produce a sharp or rough edge in corrugated
cardboard secured with tape and marked with the condition and material type eg broken glass
before placing in a trash container

Office Furniture and Equipment

Office furniture equipment and electrical appliances are arranged toobtain maximum safety and

use ofinstalled facilities such as overhead lighting wall outlets telephones and other services

Bookshelves and cabinets that are potentially unstableeg over 5 feet in height topheavy are

secured so they will not fall over Contactyour Safety Officer for assistance

Desks file cabinets etc are arranged so that drawers do not open into aisles or walkways Desk

and file drawers are closed after use



Weight is distributed in file cabinets so that upper drawer contents do not create atopheavy
condition

Faulty desks chairs or other office equipment are repaired or taken out ofservice

Adequate and sufficient lighting is provided in all working areas

Paper cutter blades are in locked position when not in use

Knife blades have guards when not in use

Think before yov act avoid accidents



FACILITY SAFETY INSPECTION

Building Date

General Facility Evaluation

Inspector

Excellent Above Avg Average Fair Poor

A HousekeepingOrder

B Fire ProtectionControl

C Life Safety

D MechanicalElectrical

E Accident Prevention

A HousekeepingOrder
Yes No

1 Is combustible tivaste removed efficiently

2 Are walkways kept free ofobstructions oil and standing water

3 Are the following areas kept free ofrubbish waste paper old

furniture misc storage
a Basement utility boiler and janitorial rooms

b Elevator control room and pits
c Kitchens

d Offices andpublic areas

e Loading dock

4 City and solvent rags kept in appropriate metal receptacles

5 All closets free ofoily mops andmisc flammable material
u

B Fire Protection and Control

1 Fire alarm pull stations unclogged and accessible

2 Smoke detectors operational

3 All control panels operational

4 Doors to alarm control panels sprinkler valves locked

5 Sprinkler system fully pressurized

6 Sprinkler main control valve secured in the open position

7 Sprinkler heads free of obstruction by high piled storage
partition or lights

8 Any fire department connectionspost indicator valves

accessible free from defects and visible

4 Stairwell standpipe fire department connections inclosed

position tightly capped and appropriately safety wired

Comment



10 In standpipe hose closets

a Hoses dry and in good condition

b Nozzles on tight and in the closed position
c Door handles tight and operable

11 Any special portable fire extinguishing systems properly
charged andpowered

12 All portable fire extinguishers fully charged accessible

and tagged with the inspection record
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FALL SURFACING
Suifatiiacih ttiailerilsroVld
Net Ht1tily tffi5 fi3tbrl

ro 2teefftbsfi11rovisl
ro atestrrfacinixftrezoneliiss

Gonrrtfoofin saacv
Surface free of forei n obects

EQUIPMENT MAINTENANCE
lfsfretfttatiile

uirrtt sfrteofhead1xi
i teciffilrktt
i u tffcifriit t
E ui ment is free of rotrudin bolts

E ut ment is free of rust

E ul ment is free of s linters

E ui merit is free of crackslholes

TQTAL PCINTS

SCOiiNGSYTEM
Total the numtrofYes

answers in theTotal Paints
box in the table

24t4
Congratulations on having a
SAFE playground Please
continue to maintain this
excellence
1917
Your playground is on its way
to providing asafe
environment for childrenWork
on the areas checked No
1613C
Your playground is potentially
hazardous for children Take
corrective measures

128D
Children are at risk on this

playground Start to make

improvements
78F
Do not allowchildren on this

playground Make changes
immediately

national Prorga fox Playground afeQy
18D4554PAY7529 playgrundsafety



Parks and Recreation Playground Inspection Sheet

Facility

Genera Maintenance y Okay

Pickupglasstrash X Correction Needed

Rake surfaces underequipment

Check for vandalism

Playground Surface Action Taken Date

footings exposed

rockstripping hazards

erosion under equipment

Swings

worn or broken chain

Climbers

loose or missing bolts

equipment unstable

rails andor rungs move

metal needs painting

Jogging Track

General Maintenance

Pickup glasstrash

Check for vandalism

Action Taken Date

open or wornShooks

swing seats broken

swing hanger rusted

swing frame rusted

swing frameunstable

exposed bolts

loose or missing bolts

Slides

loose or missing bolts

rotruding bolts

bedway not smooth

platform guardrails
loose orbroker

surface at slide exit

wornaway

steps brokenmissing

liandrails brokenmissing

rungs brokenmissing

equipment unstable

foreign objects in bedway

Track Action Taken

roots

dips

Iow hanging branches

asphalt

Exercise Stations

loose or missing bolts

erosion under equipment

Inspection completed by

Signature Print name Date

Please list corrections needed

No corrections needed

Signature Print Name Date



Public tiVorks Compound

Satetyinspection Form NIeetingExhibit HallsNonth of

t Symbols ok OCorrectivePctionNeeded

Fuel
Waste

Waste

I I warehouse Flam Storage 11rrigation Shop Natural Gas Station



J uIrfkS I Y aJ3y yfF y 5 irCtL Wy4nRZhSYi
68 Engine exhaust hoses in good condition 81

a

No cletshoeasaiugls loose fitting clothing or jewelry
69 EchaustSyst while vehicle engine running 82 AlI personnel in repair areas shouldwear eye protection

andor face shields 100 e e rotection
Exhaust hoses returned into their enclosures when not 83 Long hair tied backor undera hat cap or net to prevent
in use and cover lates closed entanglement with movie arts ore ui ment

71 Floor free ofwater oil grease tools blocks or other 84 All Class 1 flammable liquids stored andorhandled in
material which could cause sIi tri a roved safety cans or in on final containers

72 ivtetal containers with covers provided for oily rags 85 Approved pumping devices used to remove gasoline from
and wastematerial Containers emptied regularly vehicles Bondin stra s used

73 Power lockout procedure posted and enforced A 86 No smoking sparks welding cutting or open flame withvn
15 feetof where Class I flammable li aids are stored

74 Allautomotive lifts inspected annually 87 Portable fire extinguishers
75 All auxiliary support or positive stop deviceson 88 Portable and fixed equipment checked monthly and

automotive thoroughly ins ected annuall
76 AlI cranes hoists chain falls and winches have their 89 Eyewash station and emergency shower clean unobstructed

rated ca achy clean identified and o enable near battery chargin location
77 All chains cables and slings inspected Damaged units 90 First aid kit fully stocked fire blanket in body shop and

discarded re airarea

78 Allportable power or hand tools inspected 91 NO SMOKING sign posted in these restricted areas and
enforced

79 All hammers with mushroomed heads files without 92 Employees performing weldingcutting should not wear

tang covers wrencheswith spread jaws arcracks cuffed trousers or shirts with openpockets Work permits
etc re aired or re Laced and rocedures enforced

80 All electrical equipment checked for continuity of 93 Written preventative maintenance program in effect

ground frayed cords andexposed wiring Those with
defects removed from service

114 Unauthorized Vehicles 124 Parking Surfaces
115 Farkin Lot Stri in 125 Ant Piles
1 I6 Ste HazardYellow Stri ing 126 Excess Ve etation

S rinkler Heads 127 Outer Door Locks
117 Outer Walls 128 Wind Sock
1 I8 Benches 129 Auth Personnel Only signage
119 Sidewalks I30 ACPoles at all tanksbuildin s

120 Door Mats 131 Overhangingtrees
12I Ground Floor Windows I32 DebrisTrash
I22 Other I33 Yard Waste

Other 134 Other



FACILITY SAFETY 1NSPECTION

Marina

Building

GeneralFacilitEvaluation

A HousekeepingOrder

B Fire ProtectionControl

C Life Safety

D MechanicalElectrical

6 Accident Prevention

Date Inspector

Excellent AboveAvg Average Fair Poor

A HousekeepingOrder
Yes No

i is combustible waste removed efficiently

2 Are walkways kept free ofobstructions oil and standing water

3 Are the following areas kept free of rubbish wastepaper old

furniture misc storage
a Basement utilih boiler and janitorial rooms

b Elevator control room and pits
c Kitchens

d Offices and public areas

e Loading dock

4 City and solvent rags kept in appropriate metal receptacles

5 AlI closets free ofoily mops and misc flammable material

B Fire Protection and Control

1 Fire alarm pull stations unclogged and accessible

2 Smoke detectors operational

3 All control panels operational

4 Doors to alarm control panels sprinkler valves locked

5 Sprinkler system fully pressurized

6 Sprinkler main control valve secured in the open position

7 Sprinkler heads free ofobstruction by high piled storage
partition or lights

8 Any fire department connectionspost indicator valves

accessible free from defects and visible

9 Stairwell standpipe fire department comections inclosed

position tightly capped and appropriately safety wired

Comment



10 In standpipe hose closets

a Hoses dry and in good condition

b Nozzles on tight and in Che closed position
c Door handles tight andoperable

1l Any special portable fire extinguishing systems properly
charged and powered

I2 All portable fire extinguishers fully charged accessible

and tagged tivith the inspection record



FACILITYSAFETY INSPECTION

Evergreen House

Building Date Inspector

General FacilityEvaluation

Excellent Above Avg Average Fair Poor

A HousekeepingOrder

B Fire ProtectionControl

C Life Safety

D MechanicalElectrical

E Accident Prevention

A HousekeepingOrder
Yes Na

1 Is combustible waste removed efficiently

2 Arewalkways kept free ofobstructions oil andstanding water

3 Are the following areas kept free ofrubbish waste papex old

furniture misc storage
a Basement utility boiler and janitorial rooms

b Elevator control room and pits
c Kitchens

d Offices and public areas

e Loading dock

4 City and solvent rags kept in appropriate metal receptacles

5 All closets free ofoily mops and misc flammable material

B Fire Protection and Control

1 Fire alarm pull stations unclogged and accessible

2 Smoke detectors operational

3 All control panels operational

4 Doors to alarm control panels sprinkler valves locked

5 Sprinkler system fully pressurized

6 Sprinkler main control valve secured in the open position

7 Sprinkler heads free ofobstruction by high piled storage
partition or lights

8 Any fire department connectionspost indicator valves

accessible free from defects and visible

9 Stairwell standpipe fire department connections inclosed

position tightly capped and appropriately safety wired
A

Comment



10 In standpipe hose closets

a Hoses dry and in good condition

b Nozzles on tight and in the closed position
c Door handles tight and operable

11 Any special portable fire extinguishing systems properly
charged and powered

12 All portable fire extinguishers fully charged accessible
and tagged with the inspection record



FACILITYSAPTYINSPECTION

Public Works

Building Date

General FacilitEvaluation

Inspector

Excellent Above Avg Average

A HousekeepingOrder

B Fire ProtectionControl

C Life Safety

D MechanicalElectrical

E Accident Prevention

A Housekeepin gOrder

1 Is combustible waste removed efficiently

2 Are walkways kept free ofobstructions oil andstanding water

3 Are the following areas kept free ofrubbish waste paper old

furniture misc storage
a Basement utility boiler and janitorial rooms

b Elevator control room and pits
c Kitchens

d Offices and public areas

e Loading dock

4 City and solvent rags kept in appropriate metal receptacles

5 All closets free ofoily mops and misc flammable material

B Fire Protection and Control

1 Fire alarm pull stations unclogged and accessible

2 Smoke detectors operational

3 All control panels operational

4 Doors to alarm control panels sprinkler valves locked

5 Sprinkler system fully pressurized

6 Sprinkler main control valve secured in the open position

7 Sprinkler heads free of obstruction by high piled storage
partition or lights

8 Any fire deparhnent connectionspostindicator valves

accessible free from defects and visible

9 Stairwell standpipe fire department connections inclosed

position tightly capped and appropriately safety wired

Fair Poor

Yes No Comment



10 In standpipe hose closets

a Hoses dry and in good condition

b Nozzles on tight and in theclosed position
c Door handles tight and operable

11 Any special portable fire extinguishing systems properly
charged and powered

12 All portable fire extinguishers fully charged accessible
and tagged with the inspection record



FACILITY SAFETY INSPECTION

pavilian east
Building Date

General Facility Evaluation

inspector

Excellent Above Avg Average

A HousekeepingOrder

B Fire ProtectionControl

C Life Safety

D MechanicalElectrical

E AccidentPrevention

A HousekeenOrder

1 is combustible waste removed efficiently

2 Are walkways kept free ofobstructions oil and standing water

3 Are the following areas kept free ofrubbish waste paper oId

furniture misc storage
a Basement utility boiler and janitorial rooms

b Elevator control room and pits
c Kitchens

d Offices and public areas

e Loading dock

4 City and solvent rags kept in appropriate meta receptacles

5 All closets free ofoily mops and misc flammable material

B Fire Protection and Control

1 Fire alarm pull stations unclogged and accessible

2 Smoke detectors operational

3 Ail control panels operational

4 Doors to alarm control panels sprinkler valves locked

5 Sprinkler system fully pressurized

6 Sprinkler main control valve secured in the open position

7 Sprinkler heads free of obstruction by high piled storage
partition or lights

8 Any fire department connectionspost indicator valves

accessible free from defects and visible

Fair

Yes

Poor

No Comment

9 Stairwell standpipe firedepartment connections inclosed

position tightly capped and appropriately safety wired



l0 In standpipe hose closets

a Hoses dry and in good condition

b Nozzles on tight and in the closed position
c Door handles tight and operable

11 Any special portable fire extinguishing systems properly
charged and powered

12 All portable fire extinguishers fully charged accessible

and tagged with the inspection record



FACILITY SAFETY INSPECTION

Pavilion Swest
Building

General Facility Evaluation

Inspector

Excellent Above Avg Average Fair Poor

A HousekeepingOrder

B Fire ProtectionControl

C Life Safety

D MechanicallElectrical

E Accident Prevention

A HousekeingOrder
Yes No

1 Is combustible waste removed efficiently

2 Are walkways kept free ofobstructions oil and standing water

3 Are the following areas kept free ofrubbish waste paper old

furniture misc storage
a Basement utility boiler andjanitorial rooms

b Elevator control room and pits
c Kitchens

d Offices and public areas

e Loading dock

4 City and solvent rags kept in appropriate rnetat receptacles

5 A11 closets free ofoily mops and misc flammable material

II Fire Protection and Control

1 Fire alarm pull stations unclogged and accessible

2 Smoke detectors operational

3 Al control panels operational

4 Doors to alarm control panels sprinkler valves locked

5 Sprinkler system fully pressurized

6 Sprinkler main control valve secured in the open position

7 Spruakler heads free ofobstruction by high piled storage
partition or lights

8 Any fire department connectionspost indicator valves

accessible free from defects and visible

9 Stairwell standpipe fire department connections inclosed

position tightly capped and appropriately safety wired

Comment



10 In standpipe hose closets

a Hoses dry and in good condition

b Nozzles on tight and in the closed position
c Door handles tight and operable

11 Any special portable fre extinguishing systems properly
charged andpowered

12 All portable fireextinguishers fully charged accessible

and tagged with the inspection record



FACILITY SAFETY INSPECTION

Town Hall

Building

General FacilitEyaluation

AHousekeepingOrder

B Fire ProtectionControl

C Life Safety

D MechanicalElectrical

Inspector

Excellent Above Avg Average Fair Poor

E Accident Prevention

A HousekeepingOrder
Yes No

IIs combustible waste removed efficiently

2 Are walkways kept free ofobstructions oil and standing water

3 Are the following areas kept free of rubbish waste paper old

furniture misc storage
a Basement utility boiler and janitorial rooms

b Elevator control room and pits
c Kitchens

d Offices andpublic areas

e Loading dock

4 City and solvent rags kept in appropriate metal receptacles

5 All closets free ofoily mops and misc flammable material

B Fire Protection and Control

IFire alarm pull stations unclogged and accessible

2 Smoke detectors operational

3 Al control panels operational

4 Doors to alarm control panels sprinkler valves locked

S Sprinkler system fully pressurized

6 Sprinkler main control valve secured in the open position

7 Sprinkler heads free ofobstruction by high piled storage

partition or lights

8 Any fire department connectionspostindicator valves

accessible free from defects and visible

9 Stairwell standpipe fire department connections inclosed

position tightly capped and appropriately safety vfired

Comment



10 In standpipe hose closets
a Hoses dry and in good condition

b Nozzles on tight and in the closed position
c Door handles tight and operable

11 Any special portable fire extinguishing systems properly
charged and powered

12 Al portable fire extinguishers fully charged accessible
and tagged ith the inspection record



Job szte Survey
Supervisor Date
Describe location project

Contractor being used describe

General Information
Yes No Yes No

Communications onsite 1 aid kit on site

j Potable water available Law enforcement onsite

PPE being worn bypersonnel 15 call for utilities used

Gaod job site layout Good housekeeping
Barricaded from pedestrians

Vehicle strobebeacons used Vehicleslequip stored away
from roadsidesidewalks

Backup alarms on

vehiclesequipment i Vehiclesequipment in good
condition

Comments

Work Zone

Warning signs placed i Employees trainedMUTD
Certified flaagers used F3oles coveredlbarricaded

Q j Night blinkers used ConesbarreIsplaced
C Inspection program to check Temporary pavement markings
Drop offs over4at the site Night time worklightzng

Drop offprotected Site equipment locked secured
Comments

Trenches holes on site

Evaluation ofsoil types hazard 1 Proper slopingllayback used

a a Shoringlproperly used Q Trench boxlproperly used

Dirt set back from edge I Backhoe using outriggers
Items not lifted over employees Ladders every 25

Trench barricadedcovered
Comments

Confined Space
Written procedures Always 1 person outside

Air sampling detection
instruments availableused

Employees trained on

entryrescue procedures
1 Air sample for oxygen content Air sample for flammability
Air sample for specific vapor Airsupplyventing being used

Harnessequipment
availablefitted

COZnmentS


