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PREFACE
How to Use This Manual
To The Employer:

The purpose of this manual is to provide general guidelines for developing your own
integrated safety and health management program. It has been written to address the
safety needs of your specific industry. The essential elements covered in this manual
include: top management’'s commitment and involvement; the establishment and
operations of safety committees; provisions for safety and health training; first aid
procedures; accident investigations; record keeping of injuries; and workplace safety
rules, policies, and procedures.

I this manual meets the general needs of your establishment, it may be used as a basic
template for developing your company’s initial safety program. If you have already
established a company safety program and are currently maintaining it, you may use this
manual to add or modify those areas of your current program that you do not feel are
adequate. Either way, this manual should not be considered as the single source for
meeting your safety needs. It will have to be modified and continuously improved upon
by you to adequately reflect your on-going business environment. For example, if a safety
committee meets weekly or quarterly instead of monthly, then Section |l of the manual
should be amended to accommodate this practice. If there is a safety rule, policy, or
procedure appropriate for the work or work environment which has not been included, or
if 2 rule included in Section VIl is inappropriately written, then a new safety rule, policy, or
procedure should be added to improve the manual. Likewise, if a specific rule in the
Safety Rules, Policies, and Procedures section does not apply because the equipment or
work operation described is not used, then that specific rule should be crossed out or
deleted from the manual. If accidents occur, new safety rules should be developed and
incorporated into Section VII of this manual to prevent their recurrence.

Note also that due to the unique nature of each individual business and the differing
requirements of various regulatory agencies, the authors of this manual cannot assume
any liability for the completeness of its content. Use of all or part of this manual does not
relieve you as an employer of your responsibility to comply with applicable local, state, or
federal laws.

Finally, the following website www.osha.gov/oshstats/std1.html can be accessed to
display a list of the most frequently cited Federal or State OSHA standards for the above
listed code(s). The data shown reflects OSHA citations issued by the Federal or State
OSHA during the specified fiscal year. If you are interested in reviewing other SIC codes,
an online SIC code manual is also available at this website.
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Section 1.

MANAGEMENT COMMITMENT AND INVOLVEMENT
POLICY STATEMENT

The management of this organization is committed to providing employees with a safe
and healthful workplace. It is the policy of this organization that employees report unsafe
conditions and do not perform work tasks if the work is considered unsafe. Employees
must report all accidents, injuries, and unsafe conditions to their supervisors. 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 conditions. Similarly,
management will take disciplinary action against an 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 of our
workplace safety program has been assigned to:

Name:
Title: Telephone:

Senior management will be actively involved with employees in establishing and
maintaining an effective safety program. Our safety program coordinator, myself, or other
members of our management team will participate with you or your department's
employee representative in ongoing safety and health program activities, which include:

. Promoting safety committee participation;
. Providing safety and health education and training; and
. Reviewing and updating workplace safety rules.

This policy statement serves to express management's commitment to and involvement
in providing our employees a safe and healthful workplace. This workplace safety
program will be incorporated as the standard of practice for this organization. Compliance
with the safety rules will be required of all employees as a condition of employment.

Signature of CEO/President Date



Section Il.
SAFETY COMMITTEE

Safety Committee Organization

A safety committee has been established as a management tool to recommend
improvements to our workplace safety program and to identify corrective measures
needed to eliminate or control recognized safety and health hazards. The safety
committee employer representatives will not exceed the amount of employee
representatives.

Responsibilities

The safety committee will be responsible for assisting management in communicating
procedures for evaluating the effectiveness of control measures used to protect
employees from safety and health hazards in the workplace.

The safety committee will be responsible for assisting management in reviewing and
updating workplace safety rules based on accident investigation findings, any inspection
findings, and employee reports of unsafe conditions or work practices; and accepting and
addressing anonymous complaints and suggestions from employees.

The safety committee will be responsible for assisting management 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 responsible for assisting management in evaluating
employee accident and illness prevention programs, and promoting safety and health
awareness and co-worker participation through continuous improvements to the
workplace safety program.

Safety committee members 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, that it is effective, and that it is documented.

Management will provide written responses to safety committee written
recommendations.

Meetings

Safety committee meetings are held quarterly and more often if needed and each
committee member will be compensated at his or her hourly wage when engaged in
safety committee activities. Management will post the minutes of each meeting in a
conspicuous place and the minutes will be available to all employees.

All safety committee records will be maintained for not less than three calendar years.













































OFFICE PERSONNEL - Managers, Dispatchers, Cashiers

Office Safety (Continued)

17. Point the ejector slot away from yourself and bystanders when refilling staplers.

18. Use a staple remover, not your fingers, for removing staples.

19. Do not use extension or power cords that have the ground prong removed or
broken off.

20. Use a cord cover or tape the cord down when running electrical or other cords
across aisles, between desks or across entrances/exits.

21. Do not connect multiple electrical devices into a single outlet.

22. Turn off and unplug office machines before adjusting, lubricating or cleaning them.

23. Do not use fans that have excessive vibration, frayed cords or missing guards.

24. Do not use frayed, cut or cracked electrical cords.

25. Do not place floor type fans in walkways, aisles or doorways.

26. Do not place your fingers in or near the feed of a paper shredder.

27. Do not throw matches, cigarettes or other smoking materials into trash baskets.

28. Keep doors in hallways fully open or fully closed.

29. Use handrails when ascending or descending stairs or ramps.

30. Obey all posted safety and danger signs.

31. Do not run on stairs or take more than one step at a time.

32. Clean up spills or leaks immediately by using a paper towel, rag or a mop and
bucket.

Cashiers

Use a closed fist or the back of your hand to close cash register drawers.

TOW TRUCK OPERATORS - Wrecker Tow Trucks, Roll-Back Carriers

Drivers

Pre-Shift Inspection

Each operator is responsible for the safe operation of his/her vehicle.
Drivers must make a daily inspection of the following items:

a) steering

b) brakes

c) mirrors and lights

d) horn and back-up alarm
e) tires

f) windshield wipers

Defects in any of the above must be promptly reported to supervision for adjustment or

repair.

1 Do not operate a vehicle if you are fatigued or ill.

2. Do not operate a vehicle if you are taking medication whose container label
indicates that the medication may cause drowsiness or other negative side effects.

3. Shut all doors and fasten your seat belt before driving the tow truck.



TOW TRUCK OPERATORS - Wrecker Tow Trucks, Roll-Back Carriers

Drivers (Continued)

4.

SOXNO O

11.
12.
13.
14.
15.
16.

17.

Adjust all mirrors so that you have a clear view behind you and to the side of the
tow truck.

No one is permitted to ride in the back of the tow truck.

Obey all traffic laws and signs at all times.

Do not exceed posted speed limits.

Do not make sudden lane changes except in emergency situations.

Be prepared to stop at a changing traffic signal.

Do not follow other vehicles too closely. To determine if you are too close, watch
the vehicle ahead of you pass a fixed object; begin counting "one thousand one,
one thousand two, one thousand three"; if you reach the object before counting to
three, you are following too closely.

Give yourself additional distance from other vehicles when it is raining, when you
are being tailgated, or when you are driving over 45 miles per hour.

Do not drive the vehicle through, around or under any crossing gate or barrier at a
railroad crossing while such gate or barrier is in motion to open or close.

Do not drive under an overhang without ascertaining proper clearance.

Do not jump from your vehicle; always maintain 3 points of contact.

Do not sit on your wallet when driving, as this will eventually result in back pain.
Do not park close to an intersection or STOP sign because your truck may block
the view of oncoming traffic or pedestrians.

When backing from sunlight into the shadow of a dock, stop for a few minutes and
allow your eyes to adjust to the change in light; always back slowly.

Fueling
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Turn the vehicle off before refueling.

Make sure fueling hoses are designed to handle the specific type of fuel used.
Do not smoke while refueling a vehicle.

If you spill fuel on your hands, wash with soap and water.

Clean up small spills from around fuel tanks with paper towels or rags before
climbing onto truck.

If a large fuel spill occurs, do not walk through it; follow your company's reporting
and clean up procedure.

Do not handle or transfer gasoline in open containers.

Do not fuel near any open flames, or sparking or arcing equipment.

Always replace and secure fuel tank caps before starting engine.

Always stay in attendance when truck is being refueled.



TOW TRUCK OPERATORS - Wrecker Tow Trucks, Roll-Back Carriers

Hydraulic Wheel Lift Safety
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9.

10.

Turn on the emergency lights before lifting a vehicle.

Turn on the emergency and work lights before lifting a vehicle at night.

Wear work gloves when operating a hydraulic wheel lift.

Do not exceed the wheel lifts rated lifting capacity as noted on the metal plate of
the wheel lift.

Leave the engine of the tow truck running and shift the gear of the tow truck into
"Park" for an automatic transmission or "Neutral" for a manual transmission and
engage the parking brake before lifting a vehicle.

Shift the gear of the towed vehicle into "Park"” for an automatic transmission or set
the stick shift in gear for a manual transmission and engage the parking brakes
before lifting the vehicle.

Tie down and secure both wheels of the towed vehicle to the wheel grid using both
tie down straps before lifting the vehicle.

Shift the gear of the towed vehicle into neutral and disengage the parking brake
when making the actual lift.

Use jack stands or blocks to support the towed vehicle if it is necessary to work
under the towed vehicle.

Do not make a lift while anyone is under the vehicle being lifted.

Boom Safety

1.

Do not exceed the boom's load rated capacity as noted on the labe! of the boom.

2. Do not use the boom to lift people.

3 Set the winch cable in the "free spool" mode by pulling and turning the handle 90°
when moving or positioning the boom.

4 Do not retract the boom extension while it is under load and in a vertical position.

Sling Safety

1. Do not use a sling if it is worn, torn or stretched.

2. Do not place your hands between the sling and the towed vehicle when the sling is
being tightened.

Winching a Vehicle

1. Turn on the emergency lights before winching a vehicle.

2. Turn on the emergency and work lights before winching a vehicle at night.

3.  Shift the gear of the towed vehicle into neutral before winching.

4. Jog the winch control lever to ensure complete engagement of the drive gears
before making a lift or pull.

5 Do not exceed the liting capacity of the winch, cable or hook noted on the metal
plate of the winch. Use snatch blocks and multiple lines to reduce the load on the
cable.

6. Do not use load hooks that are cracked or spread, or cables that are worn, frayed

or corroded.



TOW TRUCK OPERATORS - Wrecker Tow Trucks, Roll-Back Carriers

Winching a Vehicle (Continued)

7.
8.
9.

10.
11.
12.
13.
14.

15.
16.

17.

Do not use the winch to lift people.

Wear work gloves when winching a vehicle.

Always be sure that a minimum of five wraps of cable are on the drum of the
winch.

Do not stand on or straddle a working cable or hook. Stand to the side of the
cable or hook.

Avoid winching at severe angles.

Do not winch over or around a sharp obstacle.

Do not make a lift or pull with the cable attached to the grill, spoiler or light gauge
sheet metal parts. Use the frame or major structural members.

Do not release the "free spooling" lever while the winch is pulling or lifting a
vehicle.

Do not winch from the side of the bed. Winch from the rear of the bed.

Clear the area around the towed vehicle of all personnel when loading the deck
and operating the winch.

Do not drive the towed vehicle onto the deck. Always winch the vehicle onto the
deck.

Hydraulic Jack Safety

1.
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Do not exceed the jack's load rated liting capacity as noted on the rating plate of
the jack.

Set the vehicle emergency brake before lifting the vehicle with a hydraulic jack.

Set the grooves of the jack head under the vehicle so that the frame rests along
the grooves.

Do not raise the vehicle with anyone inside it.

Clear all tools, equipment and any other obstructions from under the vehicle before
lowering it.

Towing a Vehicle

1.

2.

3.
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Attach both safety chains from the tow truck to the towed vehicle before towing the
vehicle.

Shift the gear of the towed vehicle into neutral and release the parking brake
before towing.

Use the steering wheel strap to secure the steering wheel when towing a vehicle
from the rear.

Distribute the load evenly on the deck. Do not concentrate the load on one section
of the deck, to the rear of the truck axles or use the wheel lift without a load on the
deck.

Secure the vehicle to the deck at both the front and the rear before towing the
vehicle.

Do not operate the control levers from the side of traffic.

Attach the auxiliary towing light to the towed vehicle.

Make wide turns around corners when towing a vehicle.

Apply the brakes sooner to compensate for the additional weight when towing a

vehicle.



TOW TRUCK OPERATORS - Wrecker Tow Trucks, Roll-Back Carriers

Self Loading Dollies

1.

Do not exceed the dollie's rated lifting capacity nor the dollie’s maximum speed
rating as noted in the operation's manual.

2 Use both hands when pulling or pushing on the jack handle to lever up or down the
cam bar.

Wreckage Safety

1. Wear work gloves when working around wrecked vehicles.

2. Clean up any broken glass using a dustpan and broom. Do not pick up broken
glass with your bare hands.

3. Wear protective gloves and do not use hand to face movements when handling
materials that are visibly contaminated with human blood.

4. Disconnect the battery cables on wrecked vehicles.

5. Do not smoke or light flame-producing instruments such as cigarette lighters,

matches or flares if there are signs of fuel spillage or leakage.





