SAFETY HEALTH & HOUSEKEEPING MANUAL

THE MANUAL REPLACES TRAINING MATERIAL

SAFETY
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1,General

1)

2)

3)

4)

5)

In order to reduce the danger to the lowest level, and prevent
danger in the work place and during work time, we release this
SAFETY HANDBOOK!

The handbook is according to <<OSHA HEALTH &
SAFETY TRAINING MANUAL >> we provide safe
working conditions, instruct you in the safe way to perform
your work, and make available to you equipment to protect
yourself from injury.

For your health and your family happiness, please refer to this
Handbook, and set the example!
The leader’s responsibility is teaching and management, and

doing well according to it first!

Your responsibility is to follow safety instructions from your
supervisor and report safety suggestions to the leader.

18



2, The Cause for Accident and Prevention Method

Accidents don’t just happen. There is always a cause for every accident. Most
accident is caused by unsafe acts. Some are caused by unsafe conditions.

1) Actions which often lead to accidents include:

S

Neglect in the use of PPE.

Failure to dress safety.

Wrong working action.

Horseplay and not all attention when working.

2) Conditions
<> Poor housekeeping
<> Hazardous arrangement of material
< Something wrong with the safety guard equipment
<> Too much noise and improper lighting

3) Accidents can be prevented by

S

Safe conduct
Safe methods
Elimination of hazards
Alertness and attention

Keep in mind:

No set of safety rules can possibly cover all circumstances.
Further, some rules may seem to conflict with Federal, State and
Local Laws, Labor Agreement, or instruction, don’t disobey of
modify the Rule: ASK YOUR MANAGER.

*

*

If you don’t know the safe way to do a job, ask your
foreman and pay attention to what he says.

Keep alert, know what you would do in case of emergency.
Keep in mind the location of fire extinguishers, telephones
and first aid kits or station.

No drinking during working-time, if happened, he/she will
be fired.

Report any unsafe conditions to your foreman or Field
Safety Supervisor.

Always take an interest in the new, inexperienced employee.
Call attention to dangerous practices, and help him learn the
safe way of doing his work.

Notify all persons who might be endangered by your work.
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When working with another person, let him know before
you drop a load or do anything that might injure him. Don’t
throw anything from a height until you have checked to
make sure that no one to below you.

Horseplay is forbidden. Immediate punishment is the
penalty.

Observe and obey all warning signs.

Use equipment for what it was designed for.

Wear clothes suited for the job-no dangling or loose
clothing or jewelry around moving machinery.

Learn to lift the right way. Bend knees, keep back erect, and
get help for heavy loads.

Do not run — watch your step—keep firm footing and
proper balance at all times.

* & 400 o

Lack of knowledge of safe practices will not be accepted as an
excuse for their violation.

Effective management of worker safety and health protection is a
decisive factor in reducing the extent and severity of
work-related injuries and illnesses and related costs.

Employers are advised and encouraged to institute and maintain
in their establishments a program that provides adequate
systematic policies, procedures, and practices that protect their
employees from, and allow them to recognize, job-related safety
and health hazards.

The most important part of safety is you. It is up to you abide by
the safety rules — they are made for your protection. You are
expected to report immediately any personal injury, however
minor, and all dangerous conditions and practices to your
supervisor.
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3, FIRE PREVENTION

1) Most of what you need to know about fire is:
€ 3 factors to fire: combustibility-material ~ kindling and air

Oxygen

€ Types of fire

€ The most common kind of fire. Involving ordinary
materials such as wood, paper, rubber and plastics.

€ Flammable liquids, gases and greases make up this class.
They are harder to fight and require a special kind of
extinguisher.

€4 Combustible metals including magnesium, titanium,
zirconium and sodium.

€ Fire caused by electric circuit must cut off the power first
then put out a fire to save life and property

Good housekeeping as prevention

Good work practices as prevention.

Good habit as prevention.

2) Fire protection and prevention

You should be familiar with the location of fire fighting
equipment on the job, particularly in the area where you are
working.

In case of fire, do not get excited. First consideration must be
given to the safety of all personnel. Then sound the alarm. After
everyone is safe is soon enough to give attention to saving
property.

Do not tamper with fire fighting equipment.

Keep the area around fire extinguishers and other fire equipment
clear of material and tools.

Provide trash cans for throwing debris in. Keeping the area
cleaning up helps to reduce the possibility of fire.

Use safety cans for transporting fuel from storage tank to gas
tank or for temporary storage.

Do not smoke in gas storage areas.

Take precautions when burning or welding.

Ground storage tank when refueling vehicle.

Keep work areas clean and store clutter-free, a neat and orderly
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job reduces fire hazards.

B High explosives or highly flammable liquids shall not be used to
clean parts or tools.

B Containers used for storing flammable liquids shall be marked
as to their contents.

B No vehicle or engine shall be refueled while the engine is
running.

B There shall be no open fires on the jobsite.

B When using portable heaters make certain that all combustible
material is back away from the heater at a safe distance.

B Store, handle, and pile all materials in regard to their fire
characteristics.

B Know what chemicals you work with-you might have to advise
fire fighters on the scene of chemical fire concerning the type of
hazardous substances involved. (MSDS) CONTROL

3) Exit

B Every building designed for human occupancy shall be
provided with exits sufficient to permit the prompt escape of
occupants in case of emergency.

B In hazardous areas, or where employees may be endangered by
the blocking of any single means of egress due to fire or smoke,
there shall be at least two means of egress remote from each
other.

B Exits and the way of approach and travel from exits shall be
maintained so that they are unobstructed and are accessible at
all times.

B All exits shall discharge directly to the street or other open
space that gives safe access to a public way.

B Exit doors serving more than 50 people, or at high hazard areas,
shall swing in the direction of exit travel.

B Readily visible, suitably illuminated exit signs shall mark exits.
Exit signs shall be distinctive in color and provide contrast
with surroundings. The word “EXIT” shall be of plainly
legible letters, not less than 6 inches high.

B Any door, passage, or stairway which is neither an exit nor a
way of exit access, and which is so located or arranged as to be
likely to be mistaken for an exit, shall be identified by a sign
reading “ NOT AN EXIT” or similar designation.
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4, HOUSEKEEPING

1) Place

All places of employment, passageways, storerooms, and
service rooms shall be kept clean and orderly and in a
sanitary condition.

® A neat and orderly job improves general working conditions,
reduces the fire hazards and helps to reduce accidents — do
your part.

® Keep material piles neatly, and stacked properly. Do it right
the first time.

® Nails in lumber shall always be removed or bent over, nails
around keg tops shall be removed as soon as the keg is
opened.

2) Trash

® Finish working should clean the working spot and put the
scraps in the waste containers.

® Put your used drinking cups in the trash containers provided.

® All sweeping, solid or liquid wasters, refuse, and garbage
shall be removed in such a manner as to avoid creating a
menace to health and as often as necessary to maintain good
antiquary condition.

® No smoking-end at will.

3) Floor

® All floor surfaces shall be keep clean dry, and free from
protruding nails, splinters, loose boards, holes, or
projections.

® \Where wet processes are used, drainage shall be maintained,

and false floors, platforms, mats, or other dry standing places
shall be provided where practicable.
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5, The control of hazardous energy (Lockout / Tagout)

1) Key definitions
® Lockout is the of process of blocking the flow of energy from a power
source to a piece of equipment, and keeping it blocked out. Lockout is
accomplished by installing a lockout device to the power source so that
equipment powered by that source cannot be operated.
® Tagout is accomplished by placing a tag on the power source. The tag as a
warning not to restore energy it is not a physical restraint.

2) The standard requires the Energy Power Dept.
® Develop a written energy control program that clearly explains all
procedures for lockout/tagout.
® Provide training to those workers affected by these procedures. This
training must include:
How to perform a shutdown.
How to isolate equipment.
How to apply and remove lockout devices.
How to safely release stored energy to reach zero state.

For employees will actually perform lockout/tagout procedures.
Training for these individuals must include:
< Explanation of hazardous energy sources.
< Identification of energy sources in your workplace.
<> Perform the lockout open off.

3) Review of company specific item

® Electrical
Mechanical (pulleys, wheels, gears)
Pneumatic (arms, rams, presses)
Fluid and Gases
Hydraulic (arms, rams, presses)
Thermal (stream or hot water)
Water under pressure
Gravity
Natural gas

4) The problems of the accidental release of energy:
® Accidental start-ups
® Electric shock
® Disabling injuries and death
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5) The lockout/tagout procedure

How to perform a shutdown;

How to isolate equipment;

How to apply and remove lockout device;

How to safely release stored energy to assure that a zero energy state
exists.

6) How to perform a shutdown and isolate equipment

Notify all affected employees that a lockout procedure is about to
start.

Locate all energy sources that power the piece of equipment you’ll be
servicing, including hidden energy sources.

Note that some machines have more than one source of power, so you
must make sure you know the machine and all power sources
involved.

7) Locking and opening lockout devices

Shut down the machine by following the normal method for shutdown
Turn off the energy at main power sources

Turn the machine switch back on to confirm that the power source has
been deactivated

Attempt to restart the machine to guarantee that the power is shut off,
then return the switch to the off position

Using your own lock, lock out all energy sources involved

With your lock in place, test the disconnect to make sure it can’t be
turned on.

If several people are needed to work on a piece of equipment, each
one must apply their own lock. This prevents any accidental start-ups
while another employee may still be working on the machinery.

When all energy sources are locked, inform others of the lockout
situation. One way to do this is by applying a tag to the power source.
Equipment must be at “zero energy state” before servicing or
maintenance work can begin to get to this state;

Drain all valve, bleed off air from a system, eliminate stored hydraulic
pressure, or use any method to release energy that is detailed in your
company procedure.

Test machine to assure that all energy was disconnected or released
After servicing is finished remove all tools from area and replace all
machine guards.

Remove your tag and lock

Reconnect all sources of energy

Restart the equipment
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61

Machine and Tools

1) Compressed Gases

Cylinders shall not be accepted unless approved by relevant
commission.

Cylinders shall be carried or rolled on bottom end and never dragged,
dropped, or moved by electric magnets and rope slings, unless a
specially designed cradle is provided in the sling.

Cylinders shall always be considered as full and handled with
corresponding care.

Cylinders shall be kept in well-ventilated places and away fro any
sources of excess heat. When places inside buildings, they shall be kept
away from highly combustible materials, such as oil and excelsior, and
away from stoves, radiators, and furnaces.

Cylinders shall be stored securely by positive methods and in a
definitely assigned place, away from elevator, gangways, and other
places where they are likely to be knocked over or damaged by passing
or falling objects.

Cylinders of oxygen shall not be stored in close proximity to cylinders
of acetylene and other compressed gases inside buildings. Unless well
separated, there shall be a fire-resisting partition between the oxygen
cylinders and other compressed-gas cylinders.

Where cylinders are stored in the open, they shall be protected from
accumulations of ice and snow and from the continuous direct rays of
the sun in locations where high temperatures prevail.

2) Fork lift

A: Driving fork lift

Only a trained and authorized operator should drive a forklift.

Only the assigned driver should operate a forklift.

No using the forklift, which needs repair, in any way unsafe, the
forklift shall be taken out of service until it has been restored to safe
operating condition.

High lift rider truck shall be equipped with a substantial overhead
guard unless operating conditions do not permit.

Fork trucks shall be equipped with a vertical load backrest extension
when the type of load presents a hazard to operator.

The brakes of highway truck shall be set and wheel chocks placed
under the rear wheels to prevent the truck from rolling while they are
boarded with forklift trucks.
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B: Safe Fork Lift Driving Rules

Keep to the right

Obey speed limits

Keep three vehicle lengths away from other vehicles

Slow down at all intersections

The pedestrian always has the right of way

No horse play is allowed

No riders are allowed, not on the forks, not on the seat, not on the
back

Always keep arms and legs inside the vehicle

Face the direction of travel

Know the position of your forks at all times

Be aware of overhead clearances, if working in solid storeroom must
wear safety helmet.

Be alert for oil and grease spots

Be careful of changing light conditions

No towing or pushing is allowed

Beware of edges on loading docks

Always check the wheels of a truck being loaded or unloaded.

Stop completely before raising or lowering a load

Make sure forks extend completely into a pallet

Never travel with a load raised high

Make travel with a load is balanced and secure

Do not move loads on broken pallets, loads beyond the known
capacity of the fork lift or loads that are unbalanced

C: Forklift inspection and maintenance

Since companies have different types of lift devices made by a
variety of manufacturers, the hands-on pre-operational inspection is
very impotent.

Among the points to be made:

B Procedures for operators to report repairs
Verification of repairs
The obligation to refuse to work with unsafe equipment
Mounting and dismounting procedures. Many accidents are
caused by operators slipping or jumping from their units;

B Refueling stops are especially critical.

D: A model safety check starts with this walk-around inspection

Check fork pins and stops to make sure they are in place

Check all cowling and body parts

Check wheels and tires

Check for any broken or loosened parts

Check full level, crankcase oil level, radiator water level (if
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applicable), engine air cleaner, fan belt, hydraulic fluid level, battery
water and other points required by the particular model

E: the operator should then get in the seat to check

® Brakes

® Oil pressure gauge, water temperature gauge, and ammeter. These will
also vary by model and fuel used

F: continue the inspection by starting the engine to check

® Steering. The wheel should turn correctly both ways to its stops,
should feel loose and the pump should not squeal before reaching the
stops;

® Operation of the hour meter, headlights, taillights, warning lights,
and other lights.

® Clutch

® Hydraulic and other controls

G: traveling with loads

® Allow the operators to carry these loads to a drop point. Have them
enter trailers and notice whether they check for problems before
driving into it.

® Ifincline are part of your plant environment, have the operator travel
up and down with a load before normal operation. Take the trainer to
potential problem areas with heavy traffic and blind spots. Help them
to get familiar with the areas they will be driving in.

® Make sure your operators are conscious of this factor with the type of
equipment they are using. This is also a good time to emphasize the
importance to stock damage caused by careless drivers.

3) Machine guarding

® Machine guarding shall be provided to protect employees in the
machine area from hazards such as those created by point of
operation, nip points, rotation parts, flying chips and sparks. The
guard shall be such that it does not offer an accident hazard in itself.

® The point-of-operation guarding device shall be so designed as to
prevent the operator from having any part of this body in the danger
zone during the operation cycle.

® Special supplemental handtools for placing and removing material
shall permit handing of material without the operator placing a hand
in the danger zone.

4) Power tools

A: you have several duties when using power tools:
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Wear the right kind of personal protective equipment (PPE)

Maintain the tools according to company procedures

Use the safety features provided with each tool. This includes
machine guards, two-handed switches, safety interlocks, etc.

Use the tools correctly, matching the right tool to the job

B: Hazards from electrically power tools come from two sources:

The “Input” such as the electricity, the blades or other turning parts
The “Output” such as the piece being worked on, flying chips and
sparks

C: some general safety rules to observe:

Keep your work area clean;

Keep tools sharp, well-oiled (or otherwise maintained) and stored in
safe, dry place;

Regularly inspect your tools. However, you must not service any
tool that you are not qualified to maintain;

Use tools with appropriate safety equipment, including grounded
(three-prong) plugs, double insulation and functioning safety
switches;

Make sure machines guards are in place. Use safety glasses hearing
protective and respirators as appropriate;

Wear appropriate clothing and avoid jewelry;

Carry a tool by its handle, keep all cords clean and free from kinds;
Size the tool to the job. This includes matching all attachments and
working parts of the tool to the job.
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7/, PERSONAL PROTECTION

1) Personal protection

2) Eye

A:

Welders” helpers shall wear flash goggles. Use safety goggles when
grinding, using cutting torch, welding, sanding, using chisels, chipping
slag, breaking rock, handling chemicals, etc.

You should wear a pair of good work gloves suited to your type of work.
Safety shoes are recommended for all employees.

Safety belts shall be worn if practical on all jobs where is the danger of
falling a distance of 1.5 meters, unless some other type of protection is
provided.

Must wear work clothes. No dangling or loose clothing during work
time.

Pointed tools shall never be carried in your pocket.

Keep guards and protective devices on power equipment in place at all
times. When guards are removed for repairs, replace in proper order
before starting up.

suitable eye protection must be provided where machines or

operations present the hazards of:

® Dusts, posers, fumes and mists (very small airborne particles)
Flying objects but also liquids of any kind

Glare such as from welding

Radiation (this includes heat and light including a new hazard,
lasers)

® Mechanical irritants

® A combination of these hazards

This applies to everyone—supervisors, management, visitors including
management and staff.

B: Types of eye protection

Each type of eye protections is designed for a specific hazard.

Eye protection typical includes:

® Safety glasses
® Goggles
® Face shields

C: Fitting Glasses

® Fitting of goggles, safety glasses and shields should be by someone
skilled in the procedure.
® Obviously, you should get your corrective eyewear from qualified
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optical personnel

D: Inspection and Maintenance

3) Foot

Eye protection won’t do you much good if the lenses are so dirty
you can’t see well through them.

Not only does continuous vision through dirty lenses cause
eyestrain, it often becomes an excuse for not wearing eye
protection.

Obviously, the first choice to protect your eyes will always be the
elimination of the hazard from the workplace.

A: foot hazards include:

Sharp or heavy objects falling on your feet or toes
Compression—the foot or toe is squeezed between two objects or
rolled over

Puncture—a sharp object, such as broken glass cuts through the
sole

Electricity—contact with power lines or other equipment sends
shock through the shoes

Slipping—contact with surface hazards such as water, oil or
chemicals causes slippage and a fall

Chemicals—chemicals or solvents corrode ordinary shoes and
harm the foot

Extreme heat or cold—insulation or ventilation may be the answer
here

Discomfort and infection from prolonged periods of wetness

B: Shoes Types

4) Hand

As noted in your text, safety shoes come in a variety of types to
meet specific hazards

This level of choice should answer many of the excuses found in
the text

As we’ve all experienced that unique kind of tiredness and pain
that comes from ill-fitting shoes or boots, it’s just common sense to
get shoes and boots fitted properly

Foot protection won’t help you much if the shoes or boot are worn
out or are so uncomfortable that you leave them in the locker room
or at home.

A: some of the most common sources of hazards are listed in the text:
® Machine injuries, including cuts, punctures, crushing and scrapes
® Extreme heat or cold
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Electrical shock or burns
Skin irritation from chemicals or germs. Often called “contact
dermatitis”.

B: The Demarcation of Wrong Protection:
Wearing or using the wrong kind of PPE may be worse than using no
protection at all. At least, if you’re not protected in some way, you may
be more aware of the danger and be more careful.

C: Types of Hand Protection:

Gloves are the most common kind of hand protection. A special
caution when using any kind of glove when working with or near
machinery.

Engineering controls are your best protection.

5) Prevention of slips trips and falls
A: the why and how of slips, trips, and falls

Friction. The resistance between things, such as between your
footwear and the waling surface.

Momentum. Speed and size making the scientific measure of
momentum. In terms of workplace, it means that large items moving
at higher speeds will fall harder than the same item moving at a
slower speed

Gravity. Obviously, this is the force that pulls you to the ground
when in a fall. The key point here is to keep your balance and your
center of gravity such that you don’t fall

B: Let’s go through them

Safe walking skills. If you must walk on wet surfaces, even if it’s
only across the parking lot to come into work, take short steps with
the feet pointed slightly outward

Clean up spills right away

Don’t let grease pile grease pile up on the shop floor or near
machinery

C: Good work practices and procedures:

Make sure you can see over the load you are carrying

Make sure lighting is adequate

Keep work areas free of clutter and litter

Keep furniture out of walkways and other traffic areas

Tape down extension cords keep them out of walkways

Do not jump from any elevated surface, such as a truck, platform or
elevator

Report any of these problems, including loose carpeting, broken
stairs or handrails

A fall is the most extreme, occurring when you move off your
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6) Ladders
<>
<>

<>

>

7) By bus

center of gravity too far

Use only “real” ladders. Don not pile up boxes, chairs or benches
Inspect the ladder before use. Do not use one that has missing or
broken rungs or other defects.

Face the ladder when climbing and use both hands. Hoist materials
and tools up to you

Keep your center of balance near the ladder. Adjust the position of
the ladder rather than overreaching.

Use the “FOUR TO ONE?” rule in setting up a ladder.

One person at a time on a ladder

Do not stand on the top step of a step ladder or the top rung of an
extension ladder

From home to bus stop comply with rules!

Get on/off bus after the bus comes to a complete stop.

Keep order when staffs record the attendance cards and get on or off
the bus. No crowing or snatching seats.

Pay attention to the other cars when you get off the bus after the bus
stops.
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Attach 1:

If accidents happened to the enterprise’s staff and workers on the only way
or time of his/her going to work and backing home, and the adjudicated by the
traffic supervise department, if the accident’s main responsibility is not the
worker’s, it will be seemed as injury; and if the accident’s main responsibility is
the worker’s, it will not be seemed as injury.

Attach 2:

LVLB—Safety System of Rewards and Penalties

Reward:

Our company will choose the Safety Model at the last of every year and will reward
him or her.

According to:

<> Execute the Safety Rules completely and well;

< Give important improve advice to the Safety work.

Punishment:

A: if you did as the listed below, you will be fined 10 RMB every time, and the
fire will be used to do the Safety work.

< If you are not a forklift driver, but you drive the forklift without permission.

< Drive the forklift too fast or horseplay.

< Drive unsafe forklift.

< Step on the hand forklift for sliding.

< Sliding the hand forklift randomly, and collide with other objects.

< Not to clear oil on the floor during or after refilling or removing the grease/oil in
time.

<> Move the fire-fighting equipment without permission.

< Material flow handcart parts are placed on the forklift way.

< Pour water or rubbish randomly.

<> Throw nails or other sharpen objects randomly.

<> Open the machine auto door light fan without permission or forget to close
it

< Smoking a no smoking area.

<> Not wearing the work clothes according to the safety rules.

B If you did as the listed below you will be dealt with the company’s decision:
< Horseplay during the work time;
< Drink during the work time;
< Accident happened on driving forklift and consequence is very serious;
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< If the work damaged the Fire-fighting equipment seriously;
<> The direct responsibility person to others’ injury.

HR MANAGER DGM

GM
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