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INTRODUCTION

CVTD makes every effort to maintain pleasant, safe working conditions and to prevent accidents and injuries.  Machines and equipment are fitted with mechanical safeguards, and safety instructions are given through job training, inspections and safety posters.

The safety of each employee is important to CVTD.  While the overall responsibility for safety lies with the Executive Committee, all employees are requested to help prevent accidents by assuming individual responsibility in the use of safety equipment and by following instructions carefully.  Any condition which is believed to be unsafe should be reported to the employee’s supervisor.  All personnel are asked to become familiar with the exits and the location of fire extinguisher equipment nearest their area of work.

All injuries, regardless of how minor they may appear, should be reported immediately to the employee’s supervisor.

Occupational safety is a serious matter.  Adherence to the established safety rules and practices is an extremely important component of accident prevention.

Therefore, the following Rules and Guidelines have been developed to help each employee to maintain safe working conditions.
PROTECTING AGAINST INJURY 

Eye Protection 
- Injuries to the eye are one of the most common industrial accidents and can be extremely serious. Don’t take chances with your eyesight.

Face Shields & Goggles 
- Face shields must be worn in designated areas and for all grinding and wire wheel and cutoff wheel operations, even though these machines are equipped with shields and guards. A face shield must be worn by anyone using compressed air or liquids to clean parts. 

Welding Goggles and Helmets

- Welding Goggles with proper lenses that filter out the injurious radiant energy that is produced by oxy-acetylene welding and cutting must be worn by the welder, his/her helper, and anyone who may be watching the operation.

- Welding helmets must be used when doing any arc welding. For heavy gas cutting, use goggles.

- Do not watch any welding or cutting without the proper shaded goggles or helmet.
Foot Protection

- Strong, well-soled safety shoes should be worn by all employees. You will not be permitted to work with shoes which have worn-out soles or are of such construction or material that they are not suited for the work being done.

Hand Protection 
- Wear proper gloves when handling hot, jagged, or sharp materials, wood, or acid.

- It is not advisable to wear rings, watches, or other jewelry during the performance of mechanical and/or electrical work.

- Gloves around moving machinery are dangerous and forbidden. 

- Rubber gloves should be used by employees cleaning parts with cleaning solvents. (Solvents wash the protective skin oils away).

- Gauntlet gloves will be worn by welders when arc welding or cutting. 
Respiratory Protection 

- Employees must abide by manufacturers specifications and work in a well ventilated area when spray painting, fine sanding, sandblasting or working in the same area of someone doing this work, and in any other designated area.  Dust masks are also available.

Clothing and Other Protection
 - Loose or torn clothing, neckties, dangling sleeves, gloves, suspenders, or unbuttoned jumpers must not be worn when working around moving parts. Sleeves of all clothing must be rolled up or kept buttoned.
- Employees shall be suitably clothed for their work.

- Grease or oil-soaked clothing should not be worn. This is not only for appearances, but also for safety. Exchange soiled uniforms as soon as possible. 
HOUSEKEEPING: EVERY EMPLOYEE’S RESPONSIBILITY 

- Walks, aisles, exits, and stairways shall be kept clean and clear of debris at all times.  If it is necessary to obstruct a passageway, barricades shall be erected. Access to fire equipment and electrical panels must be kept clear.

- Pick up dropped items immediately; even a paper clip, thumb tack, penny, or a small screw can cause a very dangerous fall.

- Nails should never be left protruding from boards or walls where they may cause personal injury. They should be bent flat or removed entirely. 

- Tools, pieces of equipment, scrap and refuse shall be removed from the floors immediately after completion of work.
- Keep tools in chests, drawers, cabinets or on convenient racks when not in use. Hooks in racks or cabinets should be inspected frequently and replaced as they become unsafe.

- Stored material should be piled securely and equally so the piles are not top heavy. Material should not project into aisles. Floors and storage racks must not be overlooked.

- Employees must wipe up all spillage immediately to prevent fires, falls, and slops. Industrial towels/rags, and oil absorbent compound should be used to soak up and wipe oil, grease, or other slippery spillage from the floor. Dirty towels/rags must be deposited in metal containers provided.

- Scrap boxes shall be provided for broken glass, metal, scrap, etc. 

- Lighting-poor vision can cause nasty accidents. Report all necessary bulb replacement immediately. Stairways and aisle ways must be well lit.

- Each employee is responsible for the neatness and orderliness of His/her immediate work area.

- Report loose flooring, smooth step edges, loose hand rails and holes to your supervisor as you notice them.

PROPER CARE MACHINES

General Safety Rules 

- Workers must wear safety glasses or face shields at all times when operating a machine. 

- Never use hands to shift belts in motion.

- All shafting, wheels, gears, belts and other moving parts of a machine for which guards have been provided must be kept guarded while the machine is operated. Never operate a machine from which the guard has been removed.

- Never start a machine until it is certain the piece to be worked on is firmly secured and everything is clear.

- Never leave a machine running unattended.

- A machine must never be operated by anyone except those who are properly authorized.

- Chucks are to be turned one full revolution by hand before power is applied. Make sure chuck wrench is removed.

Grinders and Buffers 

- Clearance between wheel and work rest should not exceed 1/8’’. Do not try to change a work rest when wheel is in motion.

- Supervisors shall make periodic inspections of grinder wheels, rests, guards, and glass shields.

- Never grind on the flat side of the wheel, and always take special care to avoid striking the side of the wheel with a heavy object. 

- Never buff a piece of material from the lower half of the wheel because the piece may catch and pull your hands your hands into the wheel.

Presses and Shearing Machines

- Press operators must use a stick or tool provided for the purpose of disengaging stuck work. Do not use fingers.

- Hammers and dies must be in good condition and properly fastened before using the machine.

- Always place a substantial timber under the hammer, shear, or punch when changing dies or making repairs. In all cases, block the treadle to prevent accidental tripping.

Drill Presses 

- Oversized bits should not be ground down to fit smaller chucks.  A proper adapter should be used.

- Small pieces of work must be clamped down to prevent their movement. 

PROPER CARE: PORTABLE POWER TOOLS 

General Rules 

- Extension cords and air hoses must be kept clear of aisles and walkways as much as possible.

- All portable tools must have a safety switch on them which cuts off power if the tool is dropped.

- Do not remove manufacturer’s guards.

- Use drill stops to prevent the drill from penetrating beyond the depth needed or into wires or conduit. 

- All electrical tools must have a ground wire which must be connected to a ground when the tool is in use.

- Chuck keys or adjusting wrenches must not be attached to electrically or air operated power tools.  They may be attached to the electrical cord or air hose 18’’ or more away from the tool. Power cord or air hose shall be disconnected when changing tools or bit.

- No fuses, automatic cutouts, switches, or other devices should be inserted in a grounding line. 

- The continuity of the grounding circuit should be checked periodically.

PROPER USE OF LADDERS 
- Always make sure that both side rails of a ladder have secure footing. If there is danger of slopping, or if you have to climb fairly high, securely fasten the ladder or have someone hold it for you.

- Ladders should always be placed in position at the proper angle. The base of the ladder should be out ¼” of the vertical distance to the point of support, unless braced, fastened, or held to prevent slipping.

- Do not place a ladder in front of a door which opens toward the ladder unless the door is opened, locked or guarded.

- Always face the ladder when ascending or descending.  Take each step in order with both hands on the side rails.  If material needs to be handled, use a rope.

- Do not use ladders with cracked rails or broken or missing rungs.  Withdraw the ladder from service and mark as ‘’Dangerous, Do Not Use’’, then send it to the shop for repair.

- Do not paint ladders except for the yearly inspection color code.

- Do not climb on shelving, supplies, or any other makeshift item to get into or up to something. Use a ladder! 

PROPER CARE: SCAFFOLDS 

- Thoroughly inspect each scaffold component before using it to make certain there are not bad welds, boards, etc., which could impair its strength.

- Do not overload scaffolds.

- Make sure scaffold legs rest on a firm foundation. Use base plates when necessary. Keep scaffolding level.

- Planking should have at least 12’’ overlap.  Cleats should be used to prevent planking form slipping.  Toe boards and guard rails should be used to prevent materials and employees from falling.

- The area below scaffolding must be roped off and kept clear. Warning signs should be used.

- When a plank is used as a scaffold between two ladders or other elevated structures the plank should be level and securely locked to prevent creeping.

- A rolling tower or scaffold must have brakes which lock the caster wheels as well as the swivel.
- When moving a rolling tower, make sure that sufficient help is used to assure proper direction and to prevent tipping.  Each time a scaffold is moved, be sure that the wheels are re-clamped.
- When the height of a scaffold exceeds three times the narrower base dimension, it should be guyed or fastened in some way to prevent tipping.

- Caution should be taken while working on the top of the bus. Care should be taken to watch footing. 

PROPER CARE: MATERIAL HANDING TOOLS

Hand trucks 

- Keep load as low and up front as possible.

- Make sure that the load is secure and does not obstruct vision.

- Never walk backwards with a hand truck.

- On an incline, keep the truck ahead of you when going down, and behind you when going up.

Forklift Operation

- Maintain safe speeds.

- Slow down at intersections, doorways, and blind corners. Use horn only when necessary.

- Never overload a truck so that the view is obstructed.

- Always drive in the reverse position when going any great distance. 

- The fork height should be at a safe position off the ground when in moving operation.

- Park the truck in designated areas only (never in aisles, doorways, or work areas) and lower     forks to the ground.

- Never carry passengers.

- Note: See section on Moving Vehicles for additional information on operating moving vehicles.
Hoists 

- Defective ropes, chains, hooks, or any other defective part of the hoists must be promptly reported to the supervisor. Defective slings and hoisting appliances must not be used.

- Load limits shall be posted on each hoist.

Jacks 

- Defective jacks are not to be used. Unsafe jacks must be reported to the supervisor and sent in for repairs.  At no time shall a jack be overloaded.

- When using a jack, always grip the handle firmly and keep your body and head clear of handle.

- Remove all handles from jacks when not in use.

- When raising any part of a vehicle with jacks, secure the vehicle against movement with blocks and hand brake. When more than one jack is used, the loft should be even.

- Jacks, handles, crowbars, and blocking must be returned to their proper storage place as soon as they have served their purpose.

- Defective (splintered or rounded) blocking shall not be used.

- When maintaining a load in a raised position, relieve the strain on the jacks by lowering vehicle onto jack stands.

- When a man is working under a vehicle that is blocked up, men working on top of the bus must not work in a manner than may jar the vehicle off the blocks or jacks. 

- CAUTION: No one should work under any vehicle without first blocking the wheels.

Chains, Ropes, Cables, Slings, and Hooks 
Particular care must be exercised when using these materials. Some precautions to be taken are: 

- Never overload, twist, kink, or drag a chain, rope, cable, or sling.

- Never cross or fasten a chain or rope over sharp corners. 

- Never apply sudden loads to any chain or rope 
- Never hammer a chain or hook into place.

- Never use a chain at small angles or allow a load to rest on a chain.

- Don’t carry a load on the point of a hook.

- Don’t tip or tumble loads with chains.

- Never use a chain with stretched or still links. Don’t take chances when a chain or cable looks unsafe; notify the supervisor immediately.

- Never carry an unbalanced load.

- Chains shall be visually inspected for integrity before each use by the employee using the chains.  
- Wire rope should be lubricated at regular intervals to prevent rust and excessive wear.

PROPER CARE: HAND TOOLS 

Employees should report all unsafe tools or lack of proper tools to their supervisor.

Shock Tools 

Metal cold chisels, drifts punches, hammers, wedges, and sledge hammers.

- If heads are mushroomed, do not use - have them redressed or safe- ended.

- Do not use a steel hammer on hardened metal surfaces.

- Do not attempt to re-temper or re-hardened heat related tools. Send them to the shop.

- When swinging a sledge hammer or axe, make sure you have a clear circle in which to swing. Warn nearby workers not to get in the way. Do not wear gloves when swinging a sledge hammer or an axe.

- A person holding a tool which is to be pounded on by other tools must use proper holding tongs or other devices to keep him/herself clear and safe. 

- Copper or lead hammers must be used when striking tempered pins, castings, or tools. Never strike two hardened tools together.

- Whenever possible, hold a chisel in the hollow of the hand with the palm up.  If the hammer glances, it will strike the soft palm instead of the knuckles. 

- When chipping or shearing with a chisel, warn others in your area to wear their safety glasses.

Brittle Tools 

Files and drills

- Must not be hammered on, bent, or used as a pry.

- Do not clean a file or a drill by striking it against a steel or hard object. Use a file card or wire brush to remove the metal shavings.

Pliers and Wrenches

- Use the correct wrench for the bolt or nut being worked on and make sure you have secure footing and a firm hold on the wrench before applying pressure. Pull wrench when possible, do not push.

- When using an adjustable wrench, pull when the adjustable jaw faces you. Push when fixed jaw faces you. This insures proper locking of the wrench onto the nut or pipe.

- Do not use wrenches or pliers as hammers. 

- Do not use pliers as wrenches.

- Electricians must use properly insulated pliers.

SCREWDRIVERS

- Do not use a screwdriver as a punch, wedge, pinch bar, or pry bar.

- Do not use a screwdriver with rounded or bent tips.

- Electricians must use properly insulated screwdrivers.

- Do not apply a screwdriver to objects held in your hand.

- Always use the proper size screwdriver for the screw or bolt being used.

General Rules

- All tools should have proper sized, tight fitting handles which are free of splinters. Tools with cracked, missing, or loose handles should not be used. Taping or wiring of handles is not allowed. 

- Pointed or sharp tools when in transit, or not in use, must be kept in tool boxes or holders which fully protect the edges or points.

- Do not use dull tools; Keep them sharp.

- Never apply excessive force in such a manner that would cause you injury if the resistance were suddenly released.

Proper Tool Maintenance

- Use a file instead of an abrasive wheel to repair a screwdriver tip. (The temper is maintained.)

- Shock tools - All edges of the striking heads of hammers and chisels and pins should be either dressed or safe-ended to prevent mushrooming or spalding.

- Employees should not use an unsafe tool at anytime. Employees are responsible for returning broken or damaged tools to the tool room for repairs.

SPECIFIC OPERATIONS 
General Tire Work Rules 

- Tires, rims, lock rings, and wheel nuts should be frequently inspected on service.

- Always store tires with the lock ring side of the wheel facing the wall.

Changing Tires 

- Before attempting to loosen wheel nuts, note the wheel and lock ring condition. Remove the valve core to deflate any tire with a damaged rim or lock ring before taking the wheel nuts off.

- A damaged rim or lock ring may not be noticed on a rear tire until the tire is off the bus. In cases like this, turn the wheel so the lock ring races away from you, then remove the valve core from the back side of the tire.

- There are many different types of wheels on our buses. Each wheel type has a different dish size or mounting. When changing a tire, take extreme care to make sure that the correct wheel and tire assembly is put back on.

- Vehicles must always be blocked or set so that they cannot be moved while a tire is changed.

- Never strain or fight a tire. Use proper tools to avoid muscle strain.

- Never inflate a tire that has run flat. Remove, inspect, and repair it if possible.

- Dual wheels - The inside tire must always be installed so the valve stem is easily accessible.

- When inflating tires, use a sufficient length of hose between the clip-on chuck and the inline valve to allow the employee to stand outside the trajectory. 

Mounting and Dismounting Tires on Wheels 

- Before assembly, wheels and lock rings should be thoroughly cleaned and inspected. 

- Excessive pressure should not be exerted or unnecessary hammering done when removing or installing lock rings. Bent rims or lock rings will not fit properly. 

- Never try to straighten, re-bend a bent or distorted lock ring.

- When mounting tires, make sure that the lock ring is secure. Put the tire into the tire inflation cage or see that safety bar is securely fastened. Inflate until both bead rings make full contact with the rim, then allow the air to escape. Install valve core and fill to proper pressure. Tap the lock ring as necessary to make it seat properly.

- DO NOT over inflate the tire. 

Welding, Heating, or Cutting Operations 

- No persons except those properly qualified shall use the gas or arc welding equipment.

- Approved welding goggles, gloves, and other safety equipment must be used. Clothing should be grease and oil free and be fastened at the neck, wrists, and ankles. Low cut shoes shall not be worn.

- All gas welding equipment must have safe hoses with “safety” valves located on the tank to prevent possible flashback. All hoses and regulators shall be free from grease and oil.

- Bystanders shall not be permitted to watch welding and cutting without protective equipment.

-  Whenever possible, barriers shall be used when arc welding is done to protect other workers from the ultra violet rays.

- Hot material must be marked “Hot” or allowed to cool before being left unguarded.

- Care must be taken when heating or burning pipes or tubes. The ends of the pipes must be directed away from fellow employees.

- Proper ventilation must be secured when brazing, soldering, cutting, or welding on any material metals which produce harmful gases. Fumes of hot metal or acid should be avoided as much as possible.

- Extreme caution must be exercised when electric welding to avoid accidental grounding of the electrode.  When the arc welder is not in use, the main switch should be off.

- When welding is done in a confined place, an attendant shall be stationed at the arc welder switch.

- Welding shall be permitted only when proper precautions are taken.

Material Handling: Lifting and Carrying 

- Do not attempt to lift a heavy load beyond your lifting capacity. Get help for heavy lifts and use hand trucks, cranes, jacks, or other hoisting equipment whenever practicable. Lifting on a dare, testing strength, and similar horseplay are prohibited. 

· Proper methods of Lifting heavy loads are:
(1) Consider the size, weight, and shape of the object to be carried.  Never lift more than you can handle comfortably.

(2) Get the center of the weight as high as possible. If a sack, stand it up.  If a box, stand it in a corner.

(3) Set your feet solidly for good balance and stability.
(4) Get as close to the object as possible. Bend the legs about 90 degrees at the knees. Do not fully squat; it will take twice as much effort to straighten up if you do.

(5) Keep the back as straight as possible. It does not have to be vertical, but it should not be bent.

(6) Get a firm grip on the object. Straighten the legs to lift the object, and at the same time, swing the back into a vertical position.

(7) If you have to turn, turn on your feet, not at your hips or shoulders.

(8) Never carry a load which obstructs the view ahead.

(9) Do not carry heavy loads in dark areas or where the footing is uncertain.

(10) Do not try to lift on oily or slippery floors. Use sand or other material to insure good footing, first.

- Always inspect materials for slivers, jagged edges, and burrs, rough or slippery surfaces before handling.

- Keep fingers away from pinch points when setting materials down.

- Wear gloves when material is hazardous or rough.

- Handling Specific Shapes:

(1) Boxes, bags, and sacks - Grasp at opposite top and bottom corners and draw a corner between the legs.

(2) Drums and barrels - Two-man operation - Make sure there is enough room to perform the upending or overturning operation.  Working in cramped quarters can result in badly injured hands.

(3) Long items such as pipes or ladders should be carried over the shoulder with the front end held as high as possible to prevent striking other employees. When necessary, two people should carry such items.

Material Handling: Hazardous Material 

- Acids and Caustics

(1) Don’t store acids or caustics in glass or other containers near heat or steam pipes, or in direct sunlight. Expansion in the containers due to the heat may cause a fire or explosion.

(2) Rubber gloves, aprons, boots, and a face shield shall be worn when handling acids or caustics.

(3) Drums or containers should be emptied by gravity only.

(4) Acid or caustic carboys should not be moved unless they are securely stoppered and wired.

(5) Never pour water on top of acid. The acid should be added to water in small quantities.

(6) If acid comes in contact with skin or eyes, flush immediately with water.
- Gas cylinders 

(1) Compressed gas cylinders should be stored on end on a smooth floor and chained or fastened firmly against a wall post or other solid object.

(2) Do not store cylinders in or near heavy traffic areas.

(3) Gas cylinders must be rolled, not dragged, on the bottom edge when moved.

- Volatile Petroleum Products

(1) The use of gasoline or naphtha for cleaning parts is prohibited.

(2) Smoking is prohibited in shops, around vehicles, near gas pumps, cans, tanks, or when near anyone pouring or working with gas or flammable material.

(3) Never fill a tank on a vehicle when the motor is running.  Remove keys and chock wheels during fueling.
(4) Only approved safety cans are to be used for handling, storing, or transporting gasoline, kerosene, or diesel fuel.

(5) Clean up spilled gasoline quickly. If gas gets into the drainage system, notify the Fire Dept. so sewers can be flushed. Gasoline vapors collect in low spots such as pits, sumps, and basements. Care should be taken to keep these areas ventilated when vapors are present. 

(6) Always keep alcohol, grease, gas, and oil in fireproof rooms except for a small working supply.

(7) When dispensing flammable liquids with a transfer pump or faucet from a drum, or a bus, or a car, use a ground wire and clamps to ground the drum to the vehicle being filled to prevent a static discharge from occurring.

(8) Always keep the metal fuel nozzle of the hose in contact with tank while the fuel is flowing to prevent any static discharge form igniting vapors. 

Moving Vehicles 

- ONLY authorized personnel shall drive company vehicles.

- Do not carry passengers unless the conduct of the company’s business demands it.

- When driving company owned vehicles on a street or highway, obey all rules of the road.

- Buses and miscellaneous vehicles are not to be moved except by those specifically authorized to do this work.

- No bus, truck, or car shall be moved until it is determined that no one is working on the vehicle.

- Beep the horn loudly; then wait a few seconds before starting and moving the bus. Air pressure must be 100 PSI prior to moving vehicle equipped with air brakes.
- A complete safety stop must be made before a vehicle is moved by or through any door, post, wall or other objects which may obstruct your view. A warning signal shall be given before moving forward.  Make sure garage doors are fully open before moving forward.
- No buses are to be pushed with pickup trucks or trucks other than tow trucks. At no time should you push a bus with another bus.  
- Always turn the ignition off when fueling.

- Whenever a driver leaves a vehicle, the engine must be stopped, the gears in neutral, the switched off, and the parking brake set.  If it is necessary to leave the engine running to make repairs, the gears must be in neutral and the parking brake set.

- Before starting any vehicle, make sure the shift is in neutral and the parking brake is set.

- State law requires all buses to stop at all railroad crossings, unless the crossing is controlled by a traffic light or traffic officer. 

- Obey all speed limits and drive according to the conditions of the road and weather.

Battery Safety 

- Before attempting to lift a battery, make sure the battery handles are secure. If the battery is too bulky for one person to lift and carry, get help and/or use a battery cart.

- Do not wear rings or wrist watches when working around batteries.

- Safety glasses must be worn when working with batteries.

- Avoid getting battery corrosion or acid on the skin or in the eyes.  Acid burns should be flushed immediately with water. After flushing, baking soda (sodium bicarbonate) should be placed on the affected skin.

- Open flames or smoking shall not be permitted in the battery area.

- Only the battery attendants or those assigned to work on batteries are allowed in the battery area. No one except authorized personnel shall be allowed to connect or disconnect a battery on charge. 

- Batteries with loose or broken posts must not be used.

- When installing a battery, make sure all switches in the vehicle are off.  Take care not to cross wires.  Disconnect ground cable first, and reconnect it last. 
- Never check a battery by arcing across posts with pliers or steel prods.

- When using jumper cables to start a vehicle, make sure of the polarity of both batteries (positive to positive, negative to vehicle frame) are matching when hooking up the cables.

Working In, On, Behind, or Under Vehicles 

- No one shall work under a vehicle or on the motor of a vehicle without taking the necessary precautions to prevent the engine from being started and the vehicle from being accidentally moved.  Chock at least one wheel with floor chocks prior to working on the vehicle.
- Disconnect the battery ground cables when working on the engine, transmission, starter, generator, or other parts where injury may occur if the engine is turned over.

- Engine exhaust pipes must be connected to the exhaust ventilating system when engine tune-ups or checks are made. No bus engine shall be run in the shops or garage for more than one minute without the exhaust system being connected except when building air to move the bus out.
- Apply a battery cable guard (short piece of rubber hose over cable ends) when batteries are disconnected but not removed.

- Never use a torch or flame to thaw out frozen air tanks or lines.  Use an electric heat gun or allow the bus to stand inside and thaw itself out.
- Buses With Air Shifts

Safety demands that the control lever be placed into “N” (neutral) position before the driver leaves his seat. Always place the control lever in the “N” position before stopping the engine, and setting the parking brake effectively. Whenever the coach is stopped or parked with the engine idling, the GEAR SHIFT LEVER must be placed in neutral (“N’’) position. Neutral is maintained electrically by the hydraulic clutch solenoid not being energized.

Pressurized Fluids or Compressed Air

- When testing or working with diesel engine fuel injectors, keep fingers and hands away from oil stream and spray tip.  The high velocity could penetrate the skin and cause blood poisoning.

- Compressed air shall never be directed toward the body or clothing. Forty pounds of pressure can kill.

- When blowing off dirt from material always direct the force of air in such a manner as to avoid blowing the dirt on fellow workmen. If this is unavoidable, warn everyone away from the immediate vicinity.

- Air hose valves shall be turned off at the feeder line connection when air is not being used.

- Scuffling with compressed air is prohibited.

- If it is necessary to test tanks, cans, radiators, or other similar parts for leaks with compressed air, the pressure used must be of known, low, safe pressure with an air gauge and a properly adjusted reducer or safety valve in the air line.

- Proper air hose fittings should be used on all hose ends.

- Anyone cleaning engines, bus chassis, or parts with pressurized cleaning sprays must wear safety goggles, boots, and aprons. Use only OSHA approved gun with proper air pressure.

Painting 

- Painters shall paint in a well ventilated area when spray painting.  Dust masks are available and respirators can be used on a limited use only.
- There is to be no spraying during the movement of vehicles in and out of the spray room.

- No painting shall be done on the inside of the bus while it is being sprayed on the outside.

- Electric wires to are to be left alone by painter unless a supervisor has determined that they are dead.

- Each worker must know the danger of lead poisoning existing in certain kinds of paint. The Industrial Commission recommends the following steps to be taken to avoid this danger.

(1) Do not put fingers in the mouth or eat food while working.

(2) Before eating and before leaving work, wash face, hands, and arms with soap, and thoroughly cleanse the nose and mouth.  Do not eat lunch in the same room where lead paint is handled.

(3) Do not go to work with an empty stomach.

(4) Keep fingernails cut short and clean.

(5) Do not chew tobacco while at work.

SERVICING AND CLEANING BUSES
- See “Moving Vehicles”.

- Personnel who are servicing buses must wear shoes without metal cleats, so as not to damage the flooring.

- When checking water level, take extreme care when opening the filler spout, as follows:

(1) Push Pressure relief valve to releases pressure.

(2) Stand back and keep face away from opening when releasing filler cap. Report all caps and relief valves which do not work properly. 

- When cleaning or servicing a bus, report all defects immediately to the supervisor.

- Use windshield wipers when driving a bus through a washer.

Electrical Equipment

- Only qualified workman shall work on live electrical lines. Never work on a live line unless absolutely necessary.

- When opening switches, cutouts, or clamps on a live line, use approved insulated tools.

- When connecting equipment to a live line, make the live connection last.

- Light Bulbs

(1) When removing light bulbs which have become stuck in the socket, use bulb pliers, rag, or glove to avoid cuts if glass should break.

(2) Burned out bulbs must not be dropped or broken.

(3) Burned out fluorescent tubes should only be replaced by authorized persons. The tubes should be put in the box provided so the trash man can easily dispose of them.

Every ordinary fire depends upon three components for its existence: air, heat and fuel. Prevention of fires depends upon the elimination of one or more of these components.

Fire Fighting 

- When an employee discovers a fire he/she should do the following two things:

(1) Turn on the alarm- regardless of the size of fire. Do not attempt to fight a fire before turning on an alarm. The locations of city fire alarm boxes or other alarm equipment and/or telephone numbers should be memorized. 

(2) Attempt to extinguish the fire after turning on the alarm by using the proper extinguisher.

Class A Extinguisher - use on wood, paper, rubber, and any ordinary combustibles of similar nature where a quench cooling effect is required.

Class B Extinguisher - flammable liquids, bases, and greases where an oxygen exclusion of flame interruption effect is essential.

Class C Extinguisher - electrical equipment and wiring where the di-electric conductivity of the extinguishing is of importance.

Class D Extinguisher - combustible metals. 

- In case of fire, all employees must:

    (1)  Stop work immediately upon hearing the fire signal.

    (2)  Listen for the location of the fire.
    (3)  Use proper fire extinguisher on the fire; don’t us the wrong type of extinguisher on a            fire. 
    (4)  Avoid smoke inhalation.

    (5)  After a fire, return all firefighting equipment to its proper position or holder. If a seal on an extinguisher is broken, notify the supervisor. He will see that it is inspected and recharged.

General Fire Safety Rules

- Oil and oily waste rags shall be kept off the floor. Dirty rags and wiping towels shall be deposited in the approved metal containers provided.

- Flammable liquids shall be kept in protectoseal or other approved closed containers, except for small working supplies. 

- Only vapor proof lamps are to be used in the enclosures where volatile petroleum products are stored.

- Warning signs shall be posted at all entrances to fireproof rooms where flammable liquids are stored and all paint spray rooms.
- Gasoline must never be used as a cleaning solution for any reason.

- Never switch a flashlight on or off near a gasoline tank opening or whenever gasoline vapors are presents.

- Open flames or hot objects are prohibited in the vicinity where oil or other flammable liquids are handled.  “NO SMOKING” rules as applied to various divisions must be observed.

- Avoid static sparks when transferring gasoline or other volatile fluids from one container to another by bonding both containers.

- Fire doors and their mechanisms shall never be locked. Passageways to firefighting equipment must be kept open at all times.

- Employees shall familiarize themselves with the locations, types, and use of various fire extinguishers.

 - After being used, fire extinguishers shall be checked, refilled, resealed, and returned to their hangers promptly.

- Firefighting equipment must never be used for any other purposes. 

- All possible fire hazards should be reported to the supervisor as soon as they are noticed.

- The nearest fire alarm station box and how to use it should be known by every worker.

- Lockers and tool chests shall be kept clean and free of flammable material. Oily clothes must be hung in ventilated lockers, NOT thrown on the bottom.

- Fire extinguishers shall be hydrostatically tested periodically (every five years).

Employee Acknowledgement

Cache Valley Transit District

Shop Safety Handbook

The Cache Valley Transit District Shop Safety Handbook provides the general guidelines necessary to perform the job of a maintenance employee.  Maintenance employees are also subject to all other policies governing employees of Cache Valley Transit District.  Each maintenance employee must become familiar with the contents of this Handbook by the completion of the initial training.

The rules and operating guidelines of this Handbook may be changed through notices and special instructions that will be made available in writing to all Cache Valley Transit District maintenance personnel.  When necessary, these changes will be consolidated and reissued as revisions that are to be inserted in the Handbook and the outdated pages removed.

Recognizing that working in a safe manner is a key element to the daily service I will perform, by signing this form I acknowledge receipt of my Shop Safety Handbook and agree to abide by its provisions.  I understand that I may be informed by Cache Valley Transit District of additions, amendments, modifications, or deletions of these policies, rules, procedures and working conditions at any time.

EMPLOYEE

Employee Name (Please print)  __________________________________

Employee Signature  ____________________________________
Date  ___________________

WITNESS
Witness Name (Please Print)  ____________________________________

Witness Signature  ______________________________________
Date: ___________________

Employee Copy – One copy remains in the Employee’s Handbook.

District Copy – One copy is to be signed, dated, witnessed, and placed in employee file.
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