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CODE OF CONDUCT 
 

 

CODE OF CONDUCT 
 

 

Definition: The Terms “company” and “we” used through-out the Code of Conduct means Bornor 
Restoration, Inc. 

 
Our company has provided customers with consistent, affordable, and reliable, service for more than 
50 years. We believe our long history is a testament to the strong ethical standards that have long 
guided us through those 50 years of change. 

 
The Code of Conduct sets the expectation for our dealings with people and organizations with whom 
we interact with in our everyday work situations. Our employees are expected to understand and 
comply with these expectations and operate in a manner that reflects our principles as a company 
which includes behaving in a safe and professional manner, avoiding conflicts of interest and 
treating others with respect, fairness and dignity when working on behalf of the company. Behaviors 
represent our company. There are serious individual and collective consequences of unethical 
behavior, whether or not it is intentional. Consequences include reserving the right to terminate in 
the event of violations of the Code of Conduct. 

 
SAFETY 
Our company strives to work safely to protect employees, customers, contractors, the public and the 
environment. We expect everyone to work safely, and comply with safety and health rules, including 
any site-specific safety requirements. We operate to conserve and protect natural resources and the 
environment. You are expected to report and resolve unsafe working situations, and encourage 
others to work safely. You must be fit for duty when reporting for company-related work and remain 
fit for duty during working hours. 

 
ALCOHOL AND DRUG FEE 
Our company is an alcohol-free workplace. You will not bring, use or be under the influence of 
alcohol while performing work for Bornor Restoration, Inc., on a jobsite or on company property. Our 
company is a drug-free workplace. You will not use, possess, sell, provide or be under the influence 
of illegal drugs or other controlled substances while engaged in company-related work. You must not 
allow the use of prescription drugs or over-the-counter medications that affect your ability to work 
safely or efficiently. Your compliance with fitness for duty regulations is non-negotiable with the 
potential for termination. 

 
WEAPONS 
Employees may not possess licensed or unlicensed weapons on company property, in personal 
vehicles parked on company property, in company vehicles or while conducting jobsite company 
business. Weapons include, but are not limited to: firearms; explosives; ammunition; pellet guns; 
paintball guns; Tasers; bow; arrows; and swords. Knives are also prohibited unless used specifically 
as a work tool. 

 
WORKING WITH OTHERS 
The company expects employees to behave with respect and dignity, and to act as a solid citizen in 
the communities we serve. The company maintains an inclusive working environment and does not 
tolerate discrimination, harassment or any form of behavior that creates an intimidating or offensive 
work environment. Unacceptable conducts include, but are not limited to, slurs based on race, 
national origin, gender, sexual orientation or religion: and inappropriate remarks, jokes or pictures. A 
diverse and inclusive workforce is essential to our company’s success and makes us a better 
company to work for. It allows us to better serve our customers and understand their unique needs 
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and this allows us to bring our whole selves to work, every day. The company provides a safe and 
secure work environment and will not tolerate acts or threats of violence committed by or enacted on 
any of our employees. 

 
RESPONSIBILITY FOR COMPANY RESOURCES 
The company monitors its assets and work environments in compliance with applicable federal, state 
and local laws for a variety of reasons such as promoting safety, preventing criminal activity, 
investigating alleged misconduct and security violations, and managing information systems. 
Employees are expected to properly use and safeguard company resources such as property, 
assets, intellectual property, company technology assets (network, phone, Internet, software 
applications and email systems) and confidential or sensitive information while performing work for 
the company. You may not use our resources without proper approvals or for purposes other than 
work activities. User names and passwords should never be shared or computer accounts used to 
access or support company systems. Employees are responsible for protecting any confidential 
information they possess in the course of their work. Such information includes anything that could 
potentially be used to place the company or its employees, customers, or officers at a 
disadvantage. You should assume information is confidential unless demonstrated otherwise and 
hold that information in confidence. Accurate records and disclosures are critical to meeting our 
legal, financial, regulatory and management obligations. You must ensure records such as 
disclosures; accounts; reports; bills; invoices; time sheets, correspondence; and public 
communication, are full, fair, accurate, timely and understandable. Never hide, alter, falsify or 
disguise the true nature of a transaction. 

 
CONFLICTS OF INTEREST 
A conflict of interest is a choice between acting in your interest (financial or otherwise) or in the 
interest of the company. You must avoid any actions or situations that create conflicts of interest, or 
the appearance of conflicts, in work related to the company. 

 
LEGAL COMPLIANCE 
In addition to this Code, we expect employees to abide by all applicable laws, regulations and 
prevailing industry standards. This Code is intended to be consistent with all applicable laws. If 
there are any inconsistencies between this Code and any applicable law, we expect employees to 
work towards higher or more stringent requirements and the applicable law shall control. For 
business operation outside the U.S., employees are required to adhere to laws of the relevant 
jurisdiction, as well as U.S. laws that have extraterritorial application. Our company complies with 
Sarbanes-Oxley Act requirements related to the accounting, contracting and payment for goods and 
services. 

 
ENDORSEMENTS 
The company does not endorse products or services or the firms or individuals who supply them. 
Do not use the company’s name or corporate logo in any advertising materials or publicity without 
obtaining prior written consent from the company president. 

 
REPORTING ETHICAL CONCERNS 
Following our standards of conduct is vital to continued prosperous relationships with our customers. 
If you have questions or concerns about compliance or ethics issues while working for our company, 
or want to report potentially illegal or unethical activities, contact our company president or safety 
director at: (517) 482-1625 
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1. Employment at Bornor Restoration, Inc. is “At Will’. 

 
2. General Foremen, Foremen and/or individual employees if working alone, shall fill out time sheets daily 

and turn them in to the administrative office at the end of each week. 
 

3. General Foremen, Foremen, and/or individual employees if working alone, shall attach to the time sheet 
a list of materials used and/or returned for credit. 

 
4. All tools shall be signed out and checked before leaving the crib, and returned in the same condition. 

When tools break or are no longer in working order, they will be returned and red tagged with the repair 
description noted on the Equipment Repair Tag. 

 
5. General Foremen, Foremen, and/or individual employees, if working alone, shall be responsible for all 

equipment, including trucks, on their job. Their responsibility includes proper care, maintenance, and 
reporting in writing of any problems. 

 
a. Equipment shall be treated with care and not misused so as to cause damage to it. 
b. Trucks, including cabs, must be cleaned daily of all trash (lunch bags, cans, bottles and other debris), 

materials and equipment by persons using them, unless it is returning to the same job the next day. 
c. All motorized equipment shall be checked before leaving the yard (gas, oil, water, tires, etc.). 

 
6. Company trucks are to be used to haul materials and equipment to and from the job sites. Only with a 

Project Manager’s approval and no company trucks available, may employee’s trucks be used to haul 
equipment and/or materials of substantial weight and volume. If an employee’s truck is used to haul 
equipment and/or materials from the Lansing office to the job site, the employee shall be compensated 
with daily base Truck Pay. Employee’s Proof of Insurance must be made available, if requested by the 
Superintendent/Foreman or Project Manager. 

 
7. All hourly employees shall be paid subsistence (travel) pay when working out of town according to the 

Union agreement(s). 
 

8. Employees are to report directly to the job site rather than the company yard unless directed otherwise.  
At times the Project Manager or Superintendent/Foreman will direct personnel to be driven to the job site 
in a company vehicle due to jobsite restrictions. The established negotiated work hour starts at the job 
site, not contractor’s place of business, unless stated otherwise by the Project Manager or 
Superintendent/Foreman. 

 
9. Employees when unable to report for work must notify the Superintendent 24 hours in advance 

whenever possible, unless it is an emergency situation. 
 

10. Employees are required to work on an on-going basis. If weather conditions are such that work is 
questionable, employees must call their Superintendent daily for work status. Employees failing to 
report for work when work is available shall be subject to Unemployment Agency regulations. 

 
11. Temporary work stoppages due to weather shall not be considered a layoff, requiring notification when 

work resumes. Employees will be notified to report for work only after a lay off due to lack of work, not 
for temporary work stoppages due to weather. 

 
12. Any employee who is off work three (3) days without notifying the office will be considered a voluntary 

quit. 
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13. Superintendents may request that an employee off work due to illness provide a doctor’s statement 
attesting to the illness. 

 
14. All employees must wear proper clothing for their respective trade (long sleeved shirts, long trousers, 

gloves with tight fitting cuffs, above ankle leather work boots). Clothing and work boots must not have 
holes. Roofers must dress according to Roofers Local #70 and MIOSHA (Michigan Occupational Safety 
& Health Act) requirements. 

 
15. All OSHA, MIOSHA and other safety regulations must be followed by all employees. Foremen are 

responsible for the safety of their crew. 
 

16. Regularly scheduled jobsite safety meetings shall be conducted by the job foreman and signed by each 
crew member. Meetings shall be held on each jobsite a minimum of one time per week, or one time per 
job when job lasts less than five days. 

 
17. A Pre-Work Job Safety Analysis shall be completed daily by the job foreman and signed by each crew 

member. A Job Safety Weekly Checklist shall be completed weekly for each job by the job foreman. 
 

18. All personal injuries and equipment accidents must be reported IMMEDIATELY by the immediate 
Superintendent/Foreman, with details on proper forms, which they shall have in their possession at all 
times. 

 
19. Any request by employees for loans or advanced pay will not be granted. 

 
20. Restroom facilities are provided for your use. Defacing or damaging these facilities is forbidden. 

 
21. The shop area is a place of business. It will not be used for parties or for personal vehicle repair. 

 
22. Employees’ clothes changing room must be kept clean and orderly. Any clothing left on the floor in the 

changing room will be thrown away daily. Shoes must be kept under the bench or chair. Do not leave 
food and other debris in the changing room. 

 
23. All lunch breaks and rest breaks shall be in strict accordance with union policies. Breaks must be taken at 

the job site unless the allowed break time is sufficient to leave and return. 
 

24. Safety policies of customers shall be strictly followed at all times. (See item #25 for disciplinary 
actions.) 

 
25. Disciplinary action for not following company policies, governmental law or statues, and customer 

policies shall be as follows: 
 

1st Verbal Warning; Notation placed in Personnel file 
2nd 2 days off work without pay 
3rd Employment Terminated 

 
Serious offenses may result in immediate termination with no warning. Disciplinary action shall be 
accumulated and held against the employee. 

 
26. All Journeymen and Apprentices shall furnish their own tools of their trade, including their own tool 

boxes, as per the individual trade agreements. 
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27. Background checks are conducted as a condition of employment. Bornor holds all results in the strictest 
of confidence. 

 
28. Drug Free Workplace: The unlawful manufacture, distribution, dispensing, possession or use of alcohol 

or other controlled substance either while on duty or in the workplace will not be tolerated. Any Bornor 
Restoration, Inc. employee involved in these activities may be subject to discipline, up to and including 
termination. In addition, you may be subject to criminal penalties. 
Employees are required to notify the Bornor Restoration, Inc. of any criminal drug statute 
conviction for a violation occurring in the workplace, no later than five days after such 
conviction. 

 
29. Tobacco Use: Bornor Restoration, Inc. buildings are required to be smoke-free as are some 

of Bornor Restoration, Inc.’s customer job sites. Please take that into consideration if you are 
a tobacco user and respect the boundary of a 50’ minimum from any entry point if the site is 
not entirely smoke-free. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Bornor has been fortunate to always have had key conscientious employees. It is due to the efforts of these 
employees that Bornor Restoration, Inc. has established a reputation of being a high quality, trustworthy and 
affordable contracting firm. 
By following these policies, we can all expect a harmonious, safe and positive work place. 

A copy of these policies shall be made available to all employees. 

 
 

  

Date Brian S. Regan, President 
 

Rev. 04/2019 
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GENERAL SAFETY RULES 
 

 
All of our safety rules must be obeyed.  Failure to do so could result in strict disciplinary action 
being taken. 

 
1. Personal safety equipment must be worn as prescribed for each job. For example: safety glasses 

for eye protection, hard hats at all times within the confines of the construction area, gloves when 
handling materials, and safety shoes for protection against foot injuries. 

 
2. Shirts are to be worn at all times to prevent sunburn and to protect against acid burns, steam 

burns, weld splatter, and cuts. Minimum clothing for the upper body is a T-shirt with sleeves. 
 

3. If any part of your body should be exposed to an acid or caustic substance, rush to the nearest 
water available and flush over the affected part. Secure medical aid immediately. 

 
4. Do not distract the attention of fellow workers. Do not run. Watch where you are walking. Keep 

your mind on your work at all times. Horseplay will not be tolerated as injury, or termination, or 
both, may be the end result. 

 
5. Being under the influence of illicit drugs and/or alcohol while on a project shall be cause for 

termination. If prescription drugs are prescribed to you that warn against driving or using 
machinery, notify your Superintendent, so they can determine whether or not you operate our 
equipment. 

 
6. No personal cell phone use while on the job during work hours. Personal calls, texts and data 

usage can be done during your scheduled break or lunch time. 
 

7. A good job is a clean job and a clean job is a safe one. So keep your working area free from 
rubbish and debris. 

 
8. Do not use a compressor to blow dust or dirt from your clothes, hair, face or hands. 

 
9. Never work aloft if you are afraid to do so, are subject to dizzy spells, or if you are apt to be 

nervous or sick. 
 

10. Never move an injured person unless it is absolutely necessary. Further injury may result. Keep 
the injured as comfortable as possible and use job site first-aid facilities until medical 
professionals arrive. 

 
11. Know where fire-fighting equipment is located and learn how to use it. 

 
12. Learn to lift correctly - with the legs, not the back. If the load is too heavy, GET HELP. 

 
13. Riding on loads, fenders, running boards, sideboards and gates or with your legs dangling over 

the ends or sides of trucks will not be tolerated. 
 

14. Do not use power tools and equipment until you have been properly instructed in safe work 
methods and become authorized to use them. 

 
15. Ensure that all guards are in place. Do not remove, displace, damage, or destroy any safety 

device or safeguard furnished or provided for use on the job, nor interfere with the use thereof. 
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16. Do not enter an area that has been roped off or barricaded. 
 

17. If you must work around power shovels, cranes, trucks, and bulldozers make sure operators can 
always see you. 

 
18. Never oil, lubricate or fuel equipment while it is running or in motion. 

 
19. Rope off or barricade danger areas. 

 
20. Keep away from the edge of cuts, embankments, trenches, holes and/or pits. 

 
21. Trenches over 5 feet in depth must be shored or sloped as required. Keep out of trenches or cuts 

that have not been properly sloped or shored. Excavated or other material shall not be stored 
nearer than 3 ft from the edge of any excavation. 

 
22. Use the “four and one” rule when using a ladder, one foot of base for every four feet of height. 

 
23. Always secure the bottom of the ladder with cleats and/or safety feet.  Lash off the top of the 

ladder to avoid shifting. 
 

24. Ladders must extend three feet above a landing for proper use. 
 

25. Defective ladders must be properly tagged and removed from service. 
 

26. Keep ladder bases free of debris, hoses, wires, material, etc. 
 

27. Build scaffolds according to manufacturers recommendations. 
 

28. Scaffold planks must be cleated or secured to prevent them from sliding. 
 

29. Use only extension cords of the three-prong type. On a daily basis check the electrical grounding 
system for exposed wires. Remove & Red Tag defective cords from the site immediately. 

 
30. The  use  of  safety  belts  with  safety  lines  when  working  from  unprotected  high  places  is 

mandatory. Always keep your line as tight as possible. 
 

31. Never throw anything “overboard.” Someone passing below may be seriously injured. 
 

32. Open fires are prohibited. 
 

33. Know what emergency procedures have been established for your job site. (Location of 
Emergency Phone, First Aid Kit, Stretcher Location, Fire Extinguisher Locations, Evacuation 
Plan, etc.) 

 
34. Never enter a manhole, well, shaft, tunnel or other confined space which could possibly have a 

non-breathable atmosphere because of lack of oxygen, or presence of toxic or flammable gas or 
has a possibility of engulfment by solids or liquids. Make certain a qualified person tests the 
confined area with an appropriate detector before entry, that the necessary safety equipment is 
worn. Standby person may be required at the entrance. 
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SAFETY PROCEDURE ASSIGNMENTS 
 

 
POLICY: It shall be the policy of Bornor Restoration, Inc. (BRI) to provide a healthy and safe place of 
employment for all employees and to abide by any and all regulations which are set forth in various 
Federal, State and local standards. All employees are expected to work safely and to follow all 
regulations. 

 

ASSIGNMENT OF RESPONSIBILITIES: 
 

A. Management’s Responsibilities – Project Manager 
 

1. Provide means to accomplish the Company Safety Policy as set forth above. 
2. Enforce the Company Safety Policy and discharge, after proper warning, any employee who 

willfully disregards it. 
3. Require that subcontractors be aware and abide by this Policy by BRI Contractual Agreement. 
4. Encourage general contractors and prime contractors to abide by this Policy. 
5. Conduct safety inspections and file reports. 
6. Investigate, or cause to have investigated, all accidents, and file full Safety Inspector reports on 

each. 
7. Establish procedures for treatment of injuries. 
8. Establish and provide (annual /bi-annual) safety training for personnel. 
9. Reap full value from available safety council, from local and national trade associations. 

10. Appoint a competent Safety Representative with authority to police each project. 
 

B. Safety Director’s Responsibilities 
 

1. Is responsible for all safety. 
2. Make available all necessary personal protective equipment, job safety materials, first aid 

equipment, and instruct foremen on proper use. 
3. Instruct all foremen that safe practices are to be followed and safe conditions maintained 

throughout the job. 
a. Employees are not to take chances. 
b. Foremen are to instruct employees in proper procedures, use of personal protective 

equipment, job safety materials, and first aid equipment. 
4. Require all subcontractors to adhere to all safety regulations. 
5. Encourage all general contractors and other prime contractors to adhere to all safety regulations. 

a. Document violations for future reference. 
b. Report violations to proper representatives of general and prime contractors. 

6. Review all accidents with foremen, file full reports, and see that corrective action is taken 
immediately. 

7. Have available copies of all Federal, State and local safety regulations. 
8. Become familiar with laws pertaining to safety and their basic requirements. 

 
C. Foremen’s Responsibilities 

 

1. See that the Company Safety Policy is carried out at the project level. 
2. See that personnel will commit to safe practice. 
3. See that unsafe conditions do not exist in the work areas. 
4. See that the necessary personal protective equipment is on hand and used. 
5. Instruct all personnel on safe procedures and job safety requirements. Follow up and insist on 

compliance. 
6. Conduct regularly scheduled job-site safety meetings for the purpose of instruction in the 

recognition and avoidance of hazards. Instruction shall cover operating procedures, hazards and 
safeguards of tools and equipment when necessary to perform the job. Meetings shall be held on 
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each job site by the foreman, a minimum of one time per week, or one time per job when job 
lasts less than five days. 

7. See that all injuries are treated properly and reported promptly. 
8. Investigate all accidents and file complete forms. SHR Form 1. 
9. Become familiar with laws pertaining to safety and their basic requirements. 
10. Provide employee training in the use of personal protective equipment, job safety materials and 
first aid. 

 
D. Employees’ Responsibilities 

 

1. Work according to good safety practices as posted, instructed, and discussed. 
2. Do not operate any equipment, tools or machinery until trained in the operating procedures, 

hazards and safeguards. 
3. Refrain from any unsafe act that might endanger themselves or fellow workers. 
4. Use all personal protective equipment, clothing, and safety devices required and provided for their 

protection. 
5. Report any unsafe condition or act to Superintendent/Foreman or safety person immediately. 
6. Assume share of responsibility for thoughtless or deliberate acts that may cause injury to 

themselves or fellow workers. 
7. Be a safe worker off the job, as well as on. 
8. If you do not know how to do something, if materials being used are hazardous, or you do not 

know how to use the tools and/or equipment, do not proceed. 
9. Safe work practices are a requirement of employment, and unsafe practices may be grounds for 

dismissal. 
 

E. Subcontractors’ Responsibilities 
 

1. Be bound contractually and subject to this Company Safety Policy while working on our projects, 
and shall be responsible to the limit of the safety laws for their acts of emission and commission. 

2. MSDS Requirement: If a contractor is exposed to or uses a material for which an MSDS is 
available, the contractor must supply the MSDS and it must be available at the work site. 

 
F. DISCIPLINARY ACTION 

 

 

1st Verbal Warning; Notation placed in Personnel file 
2nd 2 days off work without pay 
3rd Employment Terminated 

 
SAFETY HAZARD REPORT 

1. Employees shall report any safety hazards and/or unsafe work procedures or conditions to the 
Foreman immediately. 

2. If the employee is not satisfied, the “Employee Report of Safety Hazard” forms (SHR Forms 1 & 
2) will be filled out with recommendations and given to the Foreman. 

3. Action by the Foreman shall be immediate on reported safety emergencies and documented. 
4. If the employee making the original report feels the resolution of the problem is not adequate, an 

appeal can be made to the General Foreman. 
 

SCHEDULED MANDATORY SAFETY TRAINING 
An effective occupational safety and health program will include the following elements: 
management commitment and employee involvement, worksite analysis, hazard prevention and 
control, and safety and health training. 
1. Annual MIOSHA training for all employees is mandatory. 
2. Training for new-hire employees must be completed prior to starting on a job site. 
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AERIAL AND SCISSOR LIFTS 
 

 
POLICY: All personnel operating/utilizing an aerial work platform and/or scissor lift must: Adhere to all 
applicable manufacturers’ guidelines/requirements; Adhere to all applicable Occupational Safety and 
Health Administration (OSHA) guidelines/requirements; and Adhere to all applicable Bornor Restorations, 
Inc. procedures (see below). 

OSHA Requirements: 

Scissor Lifts 
   Scissor lifts that have extendable platforms (or extend beyond the equipment’s wheelbase) are 

not covered by the aerial lift OSHA requirements (1926.453). 
   However, since scissor lifts are mobile, they do meet the definition of scaffold (1926.451). The 

specific requirements for mobile scaffolds in the scaffold standard (1926.452(w) ) must be met.  In 
brief: 

 
1. Must be braced by cross, horizontal or diagonal braces. 
2. Must be plumb, level, and squared. 
3. Scissor lifts with wheels should be locked with positive wheel and/or wheel and swivel locks to 

prevent movement of the lift while it is use in a stationary manner. 
4. Power systems used to propel the scissor lift shall be designed for such use. 
5. Must be stabilized to prevent tipping during movement. 
6. Employees shall not be allowed to ride in the scissor lift unless the following  conditions 

are met: 
• The surface on which the lift is being moved is within 3 degrees of level 

and free of pits, holes, and obstructions. 
• The height to base width ratio of the lift during movement is two to one or 

less, unless the lift is designed and constructed to meet or exceed 
national recognized stability test requirements. 

• Outrigger frames, when used, are installed on both sides of the scaffold. 
• When power systems are used the propelling force is applied directly to 

the wheels and does not produce a speed in excess of 0.3 mps. 
7. No employee is on any part of the scaffold which extends outward beyond the wheels, casters, or 

other supports. 
8. Platforms shall not extend outward beyond the base supports of the scaffold unless outrigger frames 

or equivalent devices are used to ensure stability. 
9. When leveling the scissor lift is necessary, screw jacks or equivalent means shall be used. 

10. Caster stems and wheel stems shall be pinned or otherwise secured in lift legs of adjustment 
screws. 

11. Before a lift is moved, each employee on the lift shall be made aware of the move. 
 

Aerial Lifts 
1. Must conform to ANSIA92.2-1969 in design and construction. 
2. Includes extensible boom platforms, aerial ladders, articulating boom platforms, and vertical 

towers. 
3. Any lift that is “field modified” for use other than that intended by the manufacturer must have 

been certified in writing by the manufacturer or by equivalent entity. 
4. Aerial ladders shall be secured in the lower traveling position by locking device on top of the truck 

cab, and the manually operated device at the base of the ladder before the truck is moved for 
highway travel. 
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5. For extensible and articulating boom platforms, lift controls shall be tested each day prior to use 
to ensure they are working properly 

6. Only authorized persons shall operate an aerial lift. 
7. Belting off to an adjacent pole, structure, or equipment while working from an aerial lift shall not 

be permitted. 
8. Employees shall always stand firmly on the floor of the basket and shall not sit or climb on the 

edge of the basket or use planks, ladders, or other devices for a work position. 
9. A body belt shall be worn and a lanyard attached to the boom or basket when working from an 

aerial lift. (As of January 1, 1998, Subpart M stipulated body belts are not acceptable part of a 
personal fall arrest system.  The use of a body belt in a tethering system or in a restraint system 
is acceptable). 

10. Boom and basket limit specified by the manufacturer shall not be exceeded. 
11. The brakes shall be set and when outriggers are used, they shall be positioned on pads or a solid 

surface. Wheel chocks shall be installed before using an aerial lift on an incline provided it is safe 
to do so. 

12. The aerial truck shall not be moved when the boom is elevated in a working position with men in 
the basket, except for equipment which is specifically designed for this type of operation. 

13. Articulating boom and extensible boom platforms (i.e., personnel carriers) shall have both 
platform (upper) and lower controls. Controls must be clearly marked and the lower controls shall 
not be operated unless permission is obtained from the employee in the lift except in an 
emergency. 

14. Climbers shall not be worn while performing work from an aerial lift. 
15. The insulated portion of an aerial lift shall not be altered in any manner that will reduce the 

insulating value. 
16. Before moving an aerial lift for travel, the boom(s) shall be inspected to see that it is properly 

cradled and outriggers are in stowed position. 
17. All electrical tests shall conform to ANSI A92.2-1969. 
18. Bursting safety factor: the provisions of ANSI standard A92.2-1969 section 4.9 shall apply to all 

critical hydraulic and pneumatic components. Critical components are those in which failure 
would result in a free fall or rotation of the boom. All noncritical components shall have a bursting 
safety factor of at least 2:1. 

 
OSHA Training Requirements 1910.67 (c)(2)(ii) 

• Only trained persons shall operate an aerial lift. 
• Only authorized persons shall operate an aerial lift. 

• Employers shall provide training in the various precautions, safe work practices, and use of personal 
protective equipment needed to perform the job. 

• The employer shall certify and maintain records that employees have been trained. 

• Formal training shall consist of classroom type training and/or on the-job training. 

• Proficiency testing of classroom and "hands-on" skills is required. OSHA 1910.67 (b)(1) and 
1926.453 (a)(1) Incorporate ANSI A92.2 by reference. 

 
Procedures 

• All platform occupants will be provided, at minimum, a cell phone or departmental radio 
(preferably both) to ensure constant communication with ground level/ management  personnel. 

 
• When operating/utilizing an aerial work platform and/or scissor lift outside, all platform occupants 

will be provided an instrument to gauge wind speed. Should wind speed exceed the 
manufacturer’s guidelines, the occupant must be immediately lowered to ground level and exit the 
platform. Please note that Foreman on-site will have a similar instrument used  for gauging wind 
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speed and tracking weather (e.g., lightning, etc). However, due to wind speeds  varying at different 
heights, departmental guidelines mandate platform occupants also have the  ability to track it. 

 
• A clearance minimum of 10 feet must to kept between any part of the equipment for electrical 

lines rated 50vK or below, unless the lift is insulated for the voltage involved and the work if 
performed by a qualified person. 

 
• If the vehicle is not equipped with a back-up signal alarm, then the driver has to have an 

observer/spotter before it can be moved in reverse to signal that it is safe to move the vehicle. 
 

• If a platform occupant feels unsafe at any time and/or for any reason, he/she has the sole 
authority to be lowered to the ground level and exit the platform without fear of 
repercussion/reprimand 
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POLICY: The Asbestos Policy establishes the means to prevent personal  asbestos exposures to 
employees and contractor workers by managing and controlling suspect asbestos containing materials 
(ACM) and by establishing abatement requirements for contractors. 
OSHA Requirements: 
The Bornor Restoration, Inc. Asbestos Policy is written in accordance with the Occupational Safety and 
Health Administration (OSHA) Hazard Communication regulation, 29 CFR 1910.1001, Asbestos. 

 
Definitions 

• Asbestos Containing Material (ACM) • Material containing more than 1% asbestos. 
• Disturbance • Activities that disrupt the matrix of ACM or presumed ACM, crumble or 

pulverize ACM or presumed ACM, or generate visible debris from ACM or presumed ACM. 
• Friable • Material, when dry, may be crumbled, pulverized, or reduced to powder by hand 

pressure. 

OSHA Training Requirements 
• Two hour awareness training will be given to Bornor Restoration, Inc. employees who may 

potentially disturb ACM during the course of their work. Employees are required to attend this 
training annually or whenever management determines it’s necessary. 

• All contractor employees will be trained, as applicable. 

Requirements 
• Asbestos inspections and abatement activities must be performed the using State certified 

inspectors, abatement contractors, and air monitoring personnel. The Project Manager or 
applicable foreman is responsible for ensuring the abatement contractor meets the State 
requirements. For abatement projects, the abatement contractor and the air monitoring 
specialist shall be obtained separately. The air monitoring specialist must be independent of 
the abatement contractor to avoid possible conflict of interest. 

 
• The Project Manager will act as a consultant for contracted asbestos work, by reviewing 

relevant documents and providing recommendations to ensure compliance with State and 
Federal regulations. 

 

• A maintenance plan (see appendix 1) is in place to manage identified asbestos. The plan 
provides for notification of affected persons, surveillance of existing ACM, proper work 
practices, recordkeeping, and training. The Safety Director,  accompanied by the Foreman, 
will perform a hazard assessment of existing friable ACM, to include abatement 
recommendations. 

 
• In the event of a spill episode or the accidental disturbance of confirmed or suspected ACM 

the area will be immediately isolated or otherwise protected from additional disturbance or 
personnel access. This may include evacuating personnel and/or isolating the building 
ventilation system. The Safety Director should be notified immediately of any potential 
asbestos hazardous situation. The Safety Director will provide recommended response 
actions to the Foreman and a written assessment of potential personal exposures that may 
have occurred. 

 
• Suspect or confirmed asbestos materials that are friable and damaged will be immediately 

secured or barricaded so as to prevent disturbance. If the content of the material is unknown a 
bulk asbestos sample will be collected by a State certified asbestos inspector to determine if 
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the material contains asbestos. If the material is confirmed to contain asbestos the Safety 
Director will perform a hazard assessment to determine the proper abatement of the material. 

 
Employees should avoid disturbing suspect ACM. Exposure to asbestos has been known to cause 
cancers of the lungs, stomach, colon, asbestosis and mesothelioma. Work that involves contact with 
suspect ACM such as hammering nails or cutting into suspect material should be reviewed by the  Safety 
Director. The RECOMMENDED GUIDELINES FOR THE MAINTENANCE OF ASBESTOS 
CONTAINING FLOOR COVERING (see Appendix 2) should be followed by custodial staff to minimize the 
potential for airborne asbestos fibers 

APPENDIX 1 
MAINTENANCE PLAN 
The objective of the Maintenance Plan is to (1) ensure proper clean up of asbestos contamination, (2) 
minimize future fiber release of friable ACBM, and (3) properly maintain Asbestos Contaminated 
Building Materials (ACBM) until it is removed. These objectives are  accomplished with the following 
elements: 

 
Notification: All affected persons; occupants, contract workers, and Bornor Restoration, Inc. 
employees who may come into contact with the ACBM shall be informed of the location of the ACBM 
and why to avoid disturbing the ACBM. Hazard Communication regulation, 29 CFR 1910.1001 

 
Surveillance: The Safety Director shall perform a survey of the existing ACBM every six months to 
assess the condition of existing ACBM. Additionally, building workers should notify the Safety Director 
of any changes that are observed on existing ACBM. 

 
Work Practices: No work shall be permitted on any work that may potentially disturb existing ACBM 
without notifying the Safety Director. Any renovation or demolition work involving  ACBM will be 
performed in accordance with OSHA ruled and regulations. To preclude the risk of airborne asbestos 
fibers confirmed and assumed asbestos floor tile should not be cleaned with a high  speed or abrasive 
buffer. 

 
Recordkeeping: All activities shall be documented and maintained by Bornor Restoration, Inc.’s Safety 
Department. 

 
Training: Bornor Restoration, Inc. employees shall be trained on asbestos including information on the 
associated hazards of asbestos and the location of ACBM in the building. Training, which is conducted 
by a third party, shall be given to new employees prior to the start of jobs with an asbestos hazard. 
Sixteen hours of training is required for employees involved in general maintenance and incidental 
asbestos repair tasks. Two hour annual awareness training is conducted by a third party, and shall 
be given to all employees that may be exposed to Asbestos Hazards. 
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APPENDIX 2 
RECOMMENDED GUIDELINES FOR THE MAINTENANCE OF ASBESTOS 
CONTAINING FLOOR COVERING 

The Environmental Protection Agency (EPA) recommends that custodial/maintenance 
personnel consider the following basic guidelines when stripping wax or finish coat 
from  asbestos containing floor coverings: 

 
1. AVOID STRIPPING FLOORS. Stripping of floors should be done as infrequently as possible 
•• perhaps once or twice or less per year depending on circumstances. The frequency should 
be carefully considered as floor maintenance schedules or contracts are written or renewed. 

 
2. PROPERLY TRAIN STAFF. Custodial or maintenance personnel who strip floors should be 
trained to operate properly and safely the machines, pads, and floor care chemicals  used at 
the facility. 

 
3. FOLLOW APPROPRIATE WORK PRACTICES. Custodial or maintenance personnel who 
strip floors should follow appropriate work practices, such as those recommended here, under 
informed supervision. Directions from floor tile and floor wax product manufacturers on proper 
maintenance procedures should be consulted. 

 
4. STRIP FLOORS WHILE WET. The floor should be kept adequately wet during the stripping 
operation. Do NOT perform dry stripping. Prior to machine operation, an emulsion of chemical 
stripper in water is commonly applied to the floor with a mop to soften the wax or finish coat. 
After stripping and before application of the new wax, the floor should be thoroughly cleaned, 
while wet. 

 
5. RUN MACHINE AT SLOW SPEED. If the machine used to remove the wax or finish coat 
has variable speeds, it should be run at slow speed (about 175•190 rpm) during the  
stripping operation. 

 
6. SELECT THE LEAST ABRASIVE PAD POSSIBLE. EPA recommends that the 
machine be equipped with the least abrasive pad possible to strip wax or finish coat from 
asbestos containing floors. 

 
7. DO NOT OVERSTRIP FLOORS. Stop stripping when the old surface coat is removed. 
Over stripping can damage the floor and may cause the release of asbestos fibers. Do NOT 
operate a floor machine with an abrasive pad on unwaxed or unfinished floors. 

 
EPA recommends that you leave asbestos containing floor covering in place, provided 
the  material is in good condition. However, proper maintenance procedures, such as 
those outlined above, should always be followed. These guidelines were developed 
by the U.S. Environmental Protection Agency in consultation with asbestos control 
professionals and  several flooring material and floor care product manufacturers to 
reduce any possible  exposure to asbestos fibers. 
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POLICY: In accordance with the OSHA Bloodborne Pathogens standard, 29 CFR 1910.1030, the 
following exposure control plan has been developed and all employees will have access to a copy of the 
exposure plan: 

 
Exposure Determination 
OSHA requires employees to perform an exposure determination concerning which employees may incur 
occupational exposure to blood or other potentially infectious materials. 
The exposure determination is made without regard to the use of personal protective equipment (i.e. 
employees are considered to be exposed even if they wear personal protective equipment). 
This exposure determination is required to list all job classifications in which all employees may be 
expected to incur such occupational exposure, regardless of frequency. 
At this facility, the following job classifications are in this category: 

 
Masons Roofers 
Concrete Workers Warehouse Employees 
Mechanics All Field Superintendent/Foremen 

 
If the employer has job classifications in which some employees may have occupational exposure then a 
listing of those classifications is required. 
Since not all the employees in these categories would be expected to incur exposure to blood, or other 
potentially infectious materials, tasks or procedures that would cause these employees to have 
occupational exposure are also required to be listed in order to clearly understand which employees in 
these categories are considered to have occupational exposure. 
The job classifications and associated tasks/procedures for these categories are as follows: 

 
Job Classification Tasks/Procedures   
Management Job-site Inspection, Estimating 
Estimators Job-site Inspection, Estimating 
Office Employees Office work 

 
Implementation Schedule and Methodology 
OSHA also requires that this plan also include a schedule and method of implementation for the various 
requirements of the standard. The following complies with this requirement. All employees will be trained 
as to potential conditions and emergency procedures to follow. 

 
Compliance Methods 
Universal precautions will be observed at this facility in order to prevent contact with blood or other 
potentially infectious materials. 
All blood or other potentially infectious material will be considered infectious regardless of the perceived 
status of the source individual. 
Engineering and work practice controls will be utilized to eliminate or minimize exposure to employees at 
this facility. 
Where occupational exposure remains after institution of these controls, personal protective equipment 
shall also be utilized. 
At this facility, the following engineering controls, personal protective equipment shall also be utilized. 

 
a) Safety training 
b) Utilization of safety equipment and devices 
c) Accesses to first aid kits available at all job-sites 
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The above controls will be examined and maintained on a regular schedule. 
The schedule for reviewing the effectiveness of the controls is as follows: First aid kits are to be 
inspected monthly, and missing equipment replaced. 
Employees using materials from the first aid kit must report it to the Superintendent/Foreman, who will 
provide the replacement materials. 
Hand washing facilities are also available to the employees who incur exposure to blood or other 
potentially infectious materials. 
At this facility, hand-washing facilities are located in: 

 
a) The changing room 
b) The changing room bathroom 
c) The warehouse bathroom 
d) The office bathroom 
e) The office kitchenette 

 
Antiseptic cleanser in conjunction with clean cloth/paper towels or antiseptic towelettes provided at job- 
site. 
After removal of personal protective gloves, employees shall wash hands and any other potentially 
contaminated skin area immediately, or as soon as feasible, with soap and water. 
If employees incur exposure to their skin or mucous membranes then those areas shall be washed or 
flushed with soap and water as appropriate as soon as feasible following contact. 

 
Work Area Restrictions 
In work areas where there is a reasonable likelihood of exposure to blood or other potentially infectious 
materials, employees are not to eat, drink, apply cosmetics or lip balm, smoke, or handle contact lenses. 
Food and beverages are not to be kept in refrigerators, freezers, shelves, cabinets, or on counter tops or 
bench tops where blood or other potentially infectious materials are present. 

 
Personal Protective Equipment 
All personal protective equipment used at this facility will be provided without cost to employees. 
Personal protective equipment will be chosen based on the anticipated exposure to blood or other 
potentially infectious materials. 
The protective equipment will be considered appropriate only if it does not permit blood or other 
potentially infectious materials to pass through or reach the employees’ clothing, skin, eyes, mouth or 
other mucous membranes under normal conditions of use and for the duration of time which the 
protective equipment will be used. 
Protective equipment will be provided to employees in the following manner: 

 
a) Rubber gloves 
b) Hand wipes are provided in all first aid kits and in warehouse supplies. 

 
All personal protective equipment will be disposed of by the employer at no cost to employees. 
All garments, which are penetrated by blood, shall be removed immediately or as soon as feasible. 
All personal protective equipment will be removed before leaving the work area. 
The following protocol has been developed to facilitate leaving the equipment at the work area: 

 
a) Check with owner of job-site for proper disposable container. 
b) Locations of disposable containers at job sites are to be provided by the owner and/or general 

contractor. 
c) If not, Bornor Restoration’s employees are to use the warehouse disposable containers. 
d) Gloves shall be worn where it is reasonably anticipated that employees will have hand contact 

with blood or other potentially infectious materials, non-intact skin, and mucous membranes. 
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e) Gloves will be available from Bornor Restoration in the first aid kits. 
f) Gloves will be used for the following procedures: 

1. Providing first aid when blood is visible. 
2. When handling other infectious contaminated materials. 

g) Disposable gloves are not to be washed or decontaminated for re-use, and are to be replaced as 
soon as practical when they become contaminated, or as soon as feasible if they are torn, 
punctured, or when their ability to function as a barrier is compromised. 

 
h) Utility gloves may be decontaminated for re-use if the integrity of the glove is not compromised. 
i) Utility gloves will be discarded if they are cracked, peeling, torn, punctured, or exhibits other signs 

of deterioration or when their ability to function as a barrier is compromised. 
j) Masks in a combination with eye protection devices, such as goggles or glasses with solid side 

shields or chin length face shields, are required to be worn whenever splashes, spray, splatter, or 
droplets of blood or other potential infectious materials may be generated, and eye, nose, or 
mouth contamination can reasonably be anticipated. 

k) Respirators 
l) Goggles 
m) Facemasks shall be cleaned and sanitized after each exposure. 
n) Sanitizing solution shall be ¼ cup bleach to one (1) gallon water. 
o) This facility will be cleaned and decontaminated after each incidence of contamination. 
p) Decontamination will be accomplished by using a solution of ¼ cup bleach to one (1) gallon 

water. 
 

Regulated Waste Disposal 
Disposable containers will be available at each job-site with first aid kits. 
Clothing, rags, gloves and other articles contaminated with blood or infectious materials must be placed in 
these containers. 
These containers are to be sealed and transferred to disposable containers at Bornor Restoration‘s 
warehouse, and disposed of in a Type II sanitary landfill. 

 
Hepatitis B Vaccine 
All employees who have been identified as having exposure to blood or other potentially infectious 
materials will be offered the Hepatitis B vaccine, at no cost to the employee. 
The vaccine will be offered within ten (10) working days of their initial exposure to blood or other 
potentially infectious materials unless the employee has previously had the vaccine or who wishes to 
submit to antibody testing which shows the employee to have sufficient immunity. 
Employees who decline the Hepatitis B vaccine will sign a waiver, which uses the wording in Appendix A 
of the OSHA standard. 
Employees who initially decline the vaccine but who later wish to have it may then have the vaccine 
provided at no cost. 
Bornor Restoration Inc. is responsible for assuring that the vaccine is offered and will be responsible for 
supplying a location where the vaccine to be administered. 

 
Post-Exposure Evaluation and Follow-Up 
When the employee incurs an exposure incident, it should be reported to the Superintendent/Foreman. 
All employees who incur an exposure incident will be offered post-exposure evaluation and follow-up in 
accordance with the OSHA standard. 
This follow-up will include the following: 

 
a) Documentation of the route of exposure and the circumstances related to the incident 
b) If possible, the identification of the source individual and, if possible, the status of the source 

individual. 
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c) The blood of the source individual will be tested (after consent is obtained) for HIV/HBV 
infectivity. 

 
Results of testing of the source individual will be made available to the exposed employee with the 
exposed employee informed about the applicable laws and regulations concerning disclosure of the 
identity and infectivity of the source individual. 
The employee will be offered the option of having their blood collected for testing of the employee’s 
HIV/HBV serological status. The blood sample will be preserved for at least 90 days to allow the 
employee to decide if the blood should be tested for HIV serological status. However, if the employee 
decided before the time that testing would be conducted then the appropriate action can be taken and the 
blood sample discarded. 
The employee will be offered post exposure prophylaxis in accordance with the current recommendations 
of the U.S. Public Health Service. 
The employee will be given appropriate counseling concerning precautions to take during the period after 
the exposure incident. 

 
The employee will also be given information on what potential illnesses to be alert for and to report any 
related experiences to appropriate personnel. 

 
Interaction with Health Care Professionals 
A written opinion shall be obtained from the health care professional who evaluates employees of this 
facility. 
Written opinions will be obtained in the following instances: 

 
a) When the employee is sent to obtain the Hepatitis B vaccine. 
b) Whenever the employee is sent to a health care professional following an exposure incident. 

Health care professionals shall be instructed to limit their opinions to: 
c) Whether the Hepatitis B vaccine is indicated and if the employee has received the vaccine, or for 

evaluation following an incident. 
d) That the employee has been informed of the results of the evaluation. 
e) That the employee has been told about any medical conditions resulting from exposure to blood 

or other potentially infectious materials. (Note: The written opinion to the employer is not to 
reference any personal medical information.) 
Medical records will be kept for the duration of the employee’s employment plus thirty (30) years. 

 
Training 
Training for all employees will be conducted before initial assignment to tasks where occupational 
exposure may occur. 
Training will be conducted in the following manner: 

 
a) Videos 
b) Personal instructions 

 
Training for employees will include the following explanation of: 

 
c) The OSHA standard for Bloodborne Pathogens 
d) Epidemiology and symptomatology of bloodborne diseases 
e) Modes of transmission of bloodborne pathogens 
f) This Exposure Control Plan, 
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1. Points of the plan 
2. Lines of responsibility 
3. How the plan will be implemented, etc. 

 
g) Procedures which might cause exposure to blood or other potentially infectious materials at this 

facility. 
h) Control methods which will be used at the facility to control exposure to blood or other potentially 

infectious materials. 
i) Personal protective equipment available at this facility and who should be contacted concerning: 

 
1. Post exposure evaluation and follow-up 
2. Signs and labels used at the facility 
3. Hepatitis B vaccine program at the facility 

 
All employees will receive annual refresher training within one (1) year of the employee’s previous 
training. 
The outline for the training materials is located in the “Safety” files in the main office. 
All training records will be kept for the duration of no less than three (3) years. 

 
Record Keeping 
All records required by the OSHA standard will be maintained by BRI’s main office. 
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CATASTROPHIC RELEASE OF CHEMICALS 
PROCESS MANAGEMENT - CONTRACTOR RESPONSIBILITIES 

 
PURPOSE: To prevent or minimize consequences of catastrophic releases of toxic, reactive, flammable 
or explosive chemicals in various industries. The requirements of a Safety Management Program (PSM) 
are outlined in Occupational Safety and Health Standards for Construction Industry (29 CFR 1910.119). 
Bornor Restoration Inc. employees will perform work at job sites that are covered by this standard. 
Therefore, the purpose of this written program is to ensure our employees are trained in the practices 
necessary to conduct their work at covered work sites to ensure they abide by the safe work practices of 
the employers that hire us to perform various jobs. 

 

GENERAL 
Contractors under the Process Safety Management program are those who are involved in the 
maintenance or repair of a facility that has one of the following: 

1. A process which involves a chemical at or above the specified threshold quantities. 
 

2. A process which involves a flammable liquid or gas (as defined in OSHA 1910.1200) on site in 
one location, in a quantity of 10,000 pounds (4,535.9 kg) or more except for: 

 
a) Hydrocarbon fuels used solely for workplace consumption as a fuel (e.g. propane used 

for comfort heating, gasoline for vehicle refueling), if such fuels are not part of a process 
containing another highly hazardous chemical covered by this standard; 

 
b) Flammable liquids stored in atmospheric tanks or transferred which are kept below their 

normal boiling point without benefit of chilling or refrigeration. 
As contractors covered under the PSM Program, we will be provided necessary information concerning 
the hazardous process, equipment, and procedures of the particular job site our employees are working 
at. 

 

SPECIFIC REQUIREMENTS 
Pre-Work Review 
Prior to allowing Bornor Restoration Inc. employees to commence work in process covered under PSM, 
the following requirements must be completed by the PSM Company we will be doing work for: 

- Inform Bornor Restoration Inc.’s site Foremen or other designated Bornor Restoration Inc. 
employee of the known potential fire, explosion, or toxic release hazards related to the work area 
and processes of the Company. 

- Explain the applicable provisions of the emergency action plan to Bornor Restoration Inc. 
employees. 

- Provide the site Foremen with copies of local safety programs, safety and emergency procedures 
and a copy of the PSM program. 

- Complete all the requirements of the Company’s Contractors Liability Agreement. 
- Inform Bornor Restoration Inc. that a periodic performance evaluation will be conducted to ensure 

our employees are fulfilling obligations. 
- Inform Bornor Restoration Inc. that a contract employee injury and illness log related to our work 

in process areas must be maintained on site for the duration of the contract work. 
- Bornor Restoration Inc. will provide information to the Contract Employer relating to any unique 

hazards presented by our employee’s work or any hazards found by our employees. 
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TRAINING 
Prior to the start of any work at a facility covered under the PSM standard, Bornor Restoration Inc. will 
assure that each employee is trained in the work practices necessary to safely perform his or her job. 
Bornor Restoration Inc. will provide the following documentation to each PSM covered facility that we will 
be performing work at upon their request: 

- Our safety program information and other documentation required by the Company. 
- Certification that we have informed our employees of potential fire, explosion, or toxic release 

hazards may exist at or near their work area at the facility, and that we have explained the 
Company’s Emergency Action Plan to our employees. Material Safety Data Sheets will be used 
to discuss process safety information for the particular site we will be working at. 

- Training documentation concerning training provided to our employees to ensure they understand 
the safe work practices necessary to safely perform tasks. 

- Certification that we have explained the Hot Works Permit Program of the Company we are 
working for and other permits the Company uses that will be needed during their time on 
company property. 

- Agreement to advise the Company we are working for of any unique hazards presented by our 
work and found during our work. 

- Certification that materials, parts and equipment to be installed meet industry and engineering 
standards for the application used. 

 
Bornor Restoration Inc. will assure that our employees have been instructed in known potential fire, 
explosion, or toxic release hazards related to his/her job. The site Foreman will be responsible for 
ensuring that each employee has received and understood the required training. Training will be 
documented and kept on file by Bornor Restoration Inc. 

 
SAFE WORK PRACTICES 
Bornor Restoration Inc. employees will be required to abide by PSM employer’s safety work practices 
during operations such as lockout/tagout, confined space entry, opening process equipment, or piping, 
and controls over entrance to the facility. Safe work practices will be covered during site-specific training 
courses. Training will be documented. 

 

HOT WORK 
Before cutting or welding is permitted at a work site, the area must be inspected by the individual 
responsible for authorizing cutting and welding operations at the Company we are performing work for. 
Bornor Restoration Inc. employees will not be allowed to perform hot work until a hot work permit is 
obtained from the employer’s designated representative. The permit shall document that provisions of 
CFR 1910.252 (a) have been met. 

 

INCIDENT INVESTIGATIONS 
Employees must immediately report all accidents, injuries, and near misses to their site Foremen, who will 
then notify the correct Company individuals. An incident investigation must be initiated within 48 hours. 
Resolutions and corrective actions must be documented and maintained for five years. 
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COMPRESSED GAS CYLINDERS 
 

 
POLICY: The purpose of this safety policy and procedure is to establish guidelines for the protection and 
safety of Bornor Restoration, Inc. employees who handle and use compressed gases. Compressed 
gases are typically stored under pressure in metal cylinders. These cylinders are designed and 
constructed to withstand high pressures. Improper handling and use of compressed gases can result in 
devastating consequences; reference (OSHA) Regulation 1910.253 (Excerpt) (b)(2)(ii). 

 
This safety policy and procedure provides guidelines for the safe handling and use of compressed gases. 
It includes provisions for training and presents safe handling guidelines. It also presents the types, uses, 
inspection, and marking requirements of compressed gas cylinders. Additionally, this safety policy and 
procedure presents transportation and storage requirements for compressed gas cylinders. 

 
RESPONSIBILITIES 
• General Foremen– General Foremen are responsible for identifying the employees affected by this 
safety policy and ensure required training is accomplished. 
• Foremen - Foremen will not allow any employee who has not received the required training to handle 
any compressed gas cylinders. Foremen will also note defective cylinders and tag them for repair. 
• Employees - Employees shall comply with all applicable guidelines contained in this safety policy and 
procedure. They shall report any defective or damaged cylinders to their Foreman. 
• Safety Department - Safety Department provide prompt assistance to General Foremen & Foremen, or 
others as applicable on any matter concerning this safety policy and procedure. Safety will assist in 
developing the required training. Safety will ensure that all newly purchased compressed gas cylinders 
equipment and supplies comply with current safety regulations and this safety policy and procedure. 

 
TRAINING 
Employees who use and handle compressed gas cylinders will be trained before initial job assignment 
and/or job reassignment. Employees will be trained in the safe use, inspection, handling, and storage of 
compressed gas cylinders. Refresher training shall be provided annually by the Safety department. 

 
SAFE HANDLING GUIDELINES 
Serious accidents can result from the misuse, abuse, or mishandling of compressed gas cylinders. 
Employees assigned to the handling of cylinders under pressure should follow general safe handling 
guidelines. 
Serious accidents can result from the misuse, abuse, or mishandling of compressed gas cylinders. 
Employees assigned to the handling of cylinders under pressure should follow general safe handling 
guidelines. Compressed gas cylinders are used for a variety of gases. These gas cylinders fall into the 
following categories: 

 
• Flammable 
• Toxic and Poison 
• Liquid 

 
Use - Compressed gas cylinders are commonly used in metal cutting operations. Cylinders should be 
handled carefully and only used for their designated purpose. Tools provided by the supplier should be 
used to open and close cylinder valves. See the Welding and Cutting (Hot Work) Safety Program for 
additional related information. 

 
Inspection - Compressed gas cylinders should be visually inspected daily for leaks, cracks, etc. This 
visual inspection will include the cylinder, safety relief devices, valves, protection caps, regulators, hoses 
and stems. If a cylinder is thought to be defective, it should be returned to the supplier for replacement. 
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Under no circumstances should employees attempt to repair defective cylinders. Gages should be 
checked to ensure that the gas under pressure is not left in hoses when operations are completed. 

 
 

NOTE: If a cap cannot be removed by hand, the cylinder will be tagged “Do Not Use” and returned to 
storage for subsequent return to the vendor. 

 
Marking - For the purpose of identifying the gas content, compressed gas cylinders shall be legibly 
marked with either the chemical or trade name of the gas. Such marking shall be by means of stenciling, 
stamping, or labeling, and shall not be readily removable. Whenever practical, the marking shall be on the 
shoulder of the cylinder for easy identification. 

 
Transportation - Transporting gas cylinders requires careful consideration and appropriate precautions. 
These considerations and precautions include: 
• Motor vehicle transport of cylinders 
• Flammable gas and oxidizer cylinders transport 
• Hand truck (dolly) transport of cylinders 
• Cylinder transport precautions 

 
Motor vehicle transport of cylinders shall only be done with vehicles equipped with racks or other 
means of securing the cylinders. Cylinders containing liquefied hydrogen or toxic gases shall be 
transported in open body vehicles. 

 
Flammable gas and oxidizer cylinders transport must not be done together nor with poisons or 
corrosives. However, oxygen and acetylene cylinder joint transport is allowed if: 
• The cylinders are transported in the rear truck bed below the cab level. 
• A roll bar is installed over the rear truck bed to prevent the cylinders from falling out of the truck bed in 
the event of the vehicle overturning. 

 
Red label, yellow label, white label, green label, or poison label materials are not to be transported on the 
same load. Poison label materials are not to be transported with food or other items intended for human 
consumption. 

 
Hand truck (dolly) transport of cylinders shall be used for the transfer of compressed gas cylinders from 
loading area to shop or warehouse or other within-building transfers. 

 
Cylinder Transport Precautions Include: 
• Cylinders having the valve protection cover in place while being transported (inter- and intra-building 
transport) 
• Cylinders not being rolled or lifted by the valve or valve cap for moving 
• Cylinder valves being shut off and valve caps in place during transit from location to location 
• Cylinders that are dropped during transit being taken out of service and returned to the supplier for 
inspection 
• Cylinders being securely supported in the cylinder cart in an upright position at all times during transport 
• Smoking being prohibited during loading, unloading, and hand transportation of flammable gas cylinders 

 
Storage - The storage of compressed gas cylinders requires some basic precautions and guidelines. 
These include: 
• General cylinder storage precautions 
• Specific gas cylinder storage guidelines 
• Cylinder storage room guidelines 
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General Cylinder Storage Precautions Include: 
• Cylinders being secured in an upright position in a safe, dry, well-ventilated place prepared and 
reserved for the purpose 
• Cylinders not being kept in unventilated enclosures such as lockers 
• Cylinders not being stored in the same area as flammable substances, such as oil and volatile liquids or 
near sources of heat, such as radiators or furnaces 
• Cylinders not being stored near elevators, gangways, stairwells, or other places where they can easily 
be knocked down or damaged 
• Cylinders being stored on a level fireproof floor 
• Cylinders stored in the open being protected from contact with the ground and against extremes of 
weather 
• Cylinder storage being planned so that cylinders are used in the order that they are received from the 
supplier 
• Empty and full cylinders being stored separately, empty cylinders being clearly identified as ‘MT’ to 
avoid confusion 
• Empty cylinders being grouped together that have held the same contents 

 
Specific gas cylinder storage guidelines include additional precautions and guidelines for oxygen, 
hydrogen, and acetylene and liquefied fuel gas cylinders. 

 
Oxygen cylinders should not be stored within 20 feet (6 meters) of highly combustible materials, oil, 
grease, wood shavings, or cylinders containing flammable gases. If closer than 20 feet, cylinders should 
be separated by a wall with a fire-resistance rating of at least 30 minutes. 

 
Hydrogen cylinders storage locations shall be permanently placarded as follows: “HYDROGEN- 
FLAMMABLE GAS-NO SMOKING-NO OPEN FLAMES,” or equivalent. 

 
Acetylene and liquefied fuel gas cylinders should be stored with the valve end up. If storage is within 100 
feet (30.5 meters) of each other and not protected by automatic sprinklers, the total capacity of acetylene 
cylinders stored and used inside the building should be limited to 2,500 cubic feet. Acetylene storage 
areas must be well ventilated and open flames must be prohibited. Acetylene storage rooms should have 
no other compressed gases. 

 
Cylinder Storage Room Guidelines Include: 
• Storage rooms for cylinders containing flammable gases being well ventilated to prevent the 
accumulation of explosive concentrations of gas 
• No ignition sources being permitted 
• No Smoking permitted 
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CONFINED SPACE ENTRY 
 

 
POLICY: Entry into confined spaces can pose atmospheric and physical hazards which can be life 
threatening. This policy establishes procedures designed to ensure the safety of all persons entering 
confined spaces. Refer to OSHA’s standard for confined spaces (29 CFR 1910.146) 
These procedures shall apply when Bornor Restoration, Inc. employees or contractors enter into a confined 
space. A confined space is any space meeting the following specifications: 

1. Large enough for an employee to bodily enter and perform work. 
2. Has limited or restricted means of entry or exit. 
3. Has the potential for oxygen deficient or hazardous atmosphere. 
4. Contains other recognized physical hazards such as engulfment or entrapment. 
5. Not intended for continuous human occupancy. 

Examples include: silos, vaults, pits, tanks, sewers, ducts, pipelines and compartments. 
 

Exemption to the requirements for non-permit entry apply only in those spaces known to  have no 
potential for an oxygen deficient atmosphere or other hazardous air contaminant, such as attics 
and building crawlspaces. 

 
Confined Space Entry General Information 
1. Training: All members of the confined space entry team, entrant, attendant, and entry General 

Foremen/Foremen must be trained to perform their required duties. At a minimum this training 
shall include, ability to recognize a confined space, recognition of confined space hazards, 
familiarity with the Bornor confined space entry policies, use and limitations of atmospheric 
monitoring equipment, signs and symptoms of exposure to atmospheric hazards, termination of 
entry, and rescue procedures. 

 
2. Recordkeeping: Bornor Restoration, Inc. will maintain training records to show that the training 

required by paragraphs 1926.1207(a) through (c) of this standard has been accomplished. The 
training records will contain each employee’s name, the name of the trainers, and the dates of 
training. The documentation must be available for inspection by employees and their authorized 
representatives, for the period of time the employee is employed by that employer. 

 
3. Duties of Team Members: 

a. Attendants: Attendants shall control unauthorized entry into the space, maintain 
contact with the entrant, monitor the entrant, conduct atmospheric monitoring, 
contact the rescue agency if needed and terminate the entry if required. 

b. Entrants: Entrants shall be aware of all potential hazards within the space, know and 
follow all safety procedures and be trained to perform the work safely. 

c. Entry General Foreman/Foremen: Entry General Foreman/Foremen determine if 
appropriate pre-entry procedures have been met, issue permits, revoke permits, 
and cancel permits 

 
4. Confined Space Rescue: The designated rescue agency for confined space rescue on Bornor 

property or on any jobsite is the local Fire Department. If entrants are equipped with a retrieval 
apparatus, the attendant may begin non-entry rescue. All members of the Bornor rescue team shall 
perform at least one simulated rescue annually and shall receive training on confined spaces which 
is equivalent to the training received by entrants,  entry General Foremen/Foremen and attendants. 

 
5. Communications: The attendant shall be in voice or visual contact with the entrant or communicate 

via the 800 MHz radio system. The attendant shall also be in radio contact with the fire department. 
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Confined Space Entry: No Permit Required 
1. Entry Team Composition and Function: Entry teams shall consist of at least two people. An 
entrant and an attendant. The attendant’s job is to monitor the atmosphere of the space, maintain 
contact with the entrant, maintain communications with the designated rescue agency, and control 
entry into the space. One attendant can monitor several low hazard spaces such as 
telecommunications or electrical vaults. Attendants will never enter a confined space to attempt 
rescue of an unconscious person. 

 
2. Pre-entry hazard evaluation: Using the checklist on the back side of the confined space entry 
form, a hazards determination of the space to be entered shall be made by someone familiar with 
the hazards of the space. This may be someone from Bornor or a contractor who has entered the 
spaces and is familiar with the potential hazards. This checklist must be available at the site. 

 
3. Hazard Elimination: Lockout/tagout procedures may be used to eliminate potential hazards in 
confined spaces so the space can be reclassified to a non-permit required space. 

 
4. Atmospheric Testing: The atmosphere shall be tested using a calibrated meter that can 
measure oxygen, combustible gasses, hydrogen sulfide or other toxic gasses that may be 
present. If possible, this measurement must be made before removing the lid. The person using 
the gas meter must have training in the meters use and limitations. Note: Deep spaces must be 
measured every four feet. Measurements must be made horizontally and vertically. Oxygen is 
measured first, then combustible gasses and then toxic gasses. All readings must be recorded 
on the permit form. 

 
5. Entry Prohibitions: If there are any hazardous conditions noted on the check list or any other 
hazardous conditions, of which the entrants are aware, stop, it is a permit required confined space. 
Follow procedures for entering permit required confined spaces below. 

 
6. Protection of Confined Space Opening: After removing the utility vault cover the opening must 
be protected by the use of railings, temporary cover, barricades or other means to protect 
pedestrians and employees working near the opening and to prevent materials from falling into the 
space and injuring the  entrant. 

 
7. Entry Allowed: If there are no hazards or all hazards have been eliminated, a permit is not 
required and entry may proceed. 

 
8. Air Monitoring Requirements: Periodic monitoring of the air is required, after entry, to 
ensure that work activities have not altered the atmosphere. This interval is not specified in the 
regulations but OSHA recommends continuous monitoring. 

 
Procedure: Confined Space Entry Permit Required 
Note: The requirements, listed below, for entry into a permit required confined space are in 

addition to the requirements for entry into a non permit required confined space. 
 

Definition: A permit required confined space is: Any space meeting the definition of a confined  space 
and containing any recognized hazard which may be immediately dangerous and cannot  
be eliminated before entry or any confined space where the hazards cannot be indentified 
prior to entry. Confined spaces in which hot work is performed are permit required confined 
spaces under all circumstances. Hot work is defined as any activity that involves open 
flame, sparks, high temperature, chipping, grinding or  any other potential source of ignition. 
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1. Meet all conditions 1-8 of non-permit required confined space entry. 
 

2. Pre-Entry Approval: Entrants into permit required confined spaces must have the entry  approved 
and the entry permit signed by the entry Project Manager/Superintendent/Foreman. The entry 
Project Manager/Superintendent/Foreman must be familiar with the hazards presented and the 
safety measures taken to protect the entrant. 

 
3. Required Equipment: Entrants must wear a retrieval apparatus for permit spaces over five feet 

deep to enable non-entry rescue in the event of an emergency. The requirement to wear a retrieval 
apparatus can only be waived if it would interfere with rescue. The SAFETY DEPARTMENT is the 
only department authorized to waive the wearing of a retrieval apparatus. 

 
4. Attendant Requirements: A dedicated attendant is required for each permit required space. 

Hazard Training: Entrant and attendant must be trained on the hazards of the space to be 
entered and symptoms of exposure to atmospheric hazards. They must also be trained on any 
safety measures needed to protect the entrant. 

 
5. Personal Protective Equipment: Employer must provide any personal protective equipment 

needed to protect the entrant from hazards that could not be eliminated e.g. respiratory 
protection, insulated tools etc. 

 
6. MSDS Requirement: If an entrant is exposed to or uses a material for which an MSDS is 

available, the MSDS must be at the work site. 
 

7. Air Monitoring: Continuous monitoring of the air is required if forced ventilation is used to 
remove an atmospheric hazard. Readings must be recorded every two hours at a 
minimum. 

 
8.  Monitoring Multiple Confined Spaces: Bornor Restoration does not permit the 

monitoring of multiple confined spaces by one attendant. 
 

9. Ventilation: When ventilating a confined space, the fresh air supply intake must be positioned so 
that only clean air is introduced into the space. Atmospheric readings must be taken at an adequate 
interval adequate to insure contaminants are effectively removed. 

 
10. Canceling a Permit: Permits are good for the duration of the time to perform the work specified or 

until the time limit on the permit expires or unless terminated by the entry Superintendent/Foreman, 
attendant or Safety Department. Continuation of work beyond the time specified or if cancelled due 
to conditions that develop within the space requires the issuance of a new permit. 

 
11. Permit Review: All canceled permits shall be retained for a period of one year. Annual 

reviews of canceled permits may be conducted by Safety Department. 
 

12. Rescue Services: When conditions immediately dangerous to life and health (IDLH) exist 
within an occupied confined space, emergency services will be on-site. 
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CRANE AND HOIST SAFETY 
 

 

Purpose: Many types of cranes, hoists, and rigging devices are used at Bornor Restoration, Inc. for lifting 
and moving materials. Bornor’s policy is to maintain a safe workplace for its employees; therefore, it 
cannot be overemphasized that only qualified and licensed individuals shall operate these devices. The 
safety rules and guidance in this chapter apply to all operations at Bornor Restoration, Inc. that involve the 
use of cranes and hoists installed in or attached to buildings and to all Bornor Restoration, Inc. 
employees, supplemental labor, and subcontractor personnel who use such devices. 

Responsibilities 
Superintendent/Foremen are responsible for: 

• Ensuring that employees under their supervision receive the required training and are certified 
and licensed to operate the cranes and hoists in their areas. 

• Providing training for prospective crane and hoist operators. This training must be conducted by a 
qualified, designated instructor who is a licensed crane and hoist operator and a full-time Bornor 
Restoration, Inc. employee. 

• Evaluating crane and hoist trainees using the Crane Safety Checklist and submitting the 
Qualification Request Form to the Safety Office to obtain the operator's license. 

• Ensuring that hoisting equipment is inspected and tested monthly by a responsible individual and 
that rigging equipment is inspected annually. 

Crane and Hoist Operators are responsible for: 
• Operating hoisting equipment safely. 
• Conducting functional tests prior to using the equipment. 
• Selecting and using rigging equipment appropriately. 
• Having a valid operator's license on their person while operating cranes or hoists. 
• Participating in the medical certification program, as required. 

Engineering/Maintenance/Operations Department is responsible for: 
• Performing annual maintenance and inspection of all Bornor Restoration, Inc. cranes and hoists 

that are not covered by a program with maintenance responsibility. 
• Conducting periodic and special load tests of cranes and hoists. 
• Maintaining written records of inspections and tests, and providing copies of all inspections and 

test results to facility managers and building coordinators who have cranes and hoists on file. 
• Inspecting and load testing cranes and hoists following modification or extensive repairs (e.g., a 

replaced cable or hook, or structural modification.) 
• Scheduling a non-destructive test and inspection for crane and hoist hooks at the time of the 

periodic load test, and testing and inspecting before use new replacement hooks and other hooks 
suspected of having been overloaded. The evaluation, inspection, and testing may include, but 
are not limited to visual, dye penetrant, and magnetic particle techniques referenced in ASME 
B30.10 (Hooks, Inspection and Testing.) 

• Maintaining all manuals for cranes and hoists in a central file for reference. 

Safety Department is responsible for 
• Conducting training for all Crane & Hoist Operators 
• Issuing licenses to Crane and Hoist Operators 
• Periodically verifying monthly test and inspection reports. 
• Interpreting crane and hoist safety rules and standards. 

Safe Operating Requirements 
All workers who use any Bornor Restoration, Inc. crane or hoist shall have an operator's license. The 
company issues licenses for authorized employees who have been specifically trained in crane and hoist 
operations and equipment safety. 
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Crane and Hoist Operators 
To be qualified as a Crane and Hoist Operator, the candidate shall have received hands-on training from a 
licensed, qualified crane and hoist operator designated by the candidate's Superintendent. Upon 
successful completion of training, the licensed crane and hoist operator and the candidate's 
Superintendent will fill out and sign the Qualification Request Form and Crane Safety Checklist and send 
them to the Safety Office for approval. The candidate will be issued a license upon approval by the Safety 
Director. Crane and Hoist Operators must renew their license every three years by satisfying the 
requirements described above. 

Crane and Hoist Safety Design Requirements 
Following are the design requirements for cranes and hoists and their components: 

• The design of all commercial cranes and hoists shall comply with the requirements of 
ASME/ANSI B30 standards and Crane Manufacturer's Association of America standards (CMAA- 
70 and CMAA-74). Bornor Restoration, Inc. fabricated lifting equipment shall comply with the 
requirements in Chapter 2.2 (Lifting Equipment) of Mechanical Engineering Design Safety 
Standards (latest edition). 

• All crane and hoist hooks shall have safety latches. 
• Hooks shall not be painted (or re-painted) if the paint previously applied by the manufacturer is 

worn. 
• Crane pendants shall have an electrical disconnect switch or button to open the main-line control 

circuit. 
• Cranes and hoists shall have a main electrical disconnect switch. This switch shall be in a 

separate box that is labeled with lockout capability. 
• Crane bridges and hoist monorails shall be labeled on both sides with the maximum capacity. 
• Each hoist-hook block shall be labeled with the maximum hook capacity. 
• Directional signs indicating N-W-S-E shall be displayed on the bridge underside, and a 

corresponding directional label shall be placed on the pendant. 
• A device such as an upper-limit switch or slip clutch shall be installed on all building cranes and 

hoists. A lower-limit switch may be required when there is insufficient hoist rope on the drum to 
reach the lowest point. 

• All cab and remotely operated bridge cranes shall have a motion alarm to signal bridge 
movement. 

• All newly installed cranes and hoists, or those that have been extensively repaired or rebuilt 
structurally, shall be load tested at 125% capacity prior to being placed into service. 

• If an overload device is installed, a load test to the adjusted setting is required. 
• Personnel baskets and platforms suspended from any crane shall be designed in accordance 

with the specifications in 29 CFR 1926.550(g). 
 

General Safety Rules 
Operators shall comply with the following rules while operating the cranes and hoists: 

• Do not engage in any practice that will divert your attention while operating the crane. 
• Respond to signals only from the person who is directing the lift, or any appointed signal person. 

Obey a stop signal at all times, no matter who gives it. 
• Do not move a load over people. People shall not be placed in jeopardy by being under a 

suspended load. Also, do not work under a suspended load unless the load is supported by 
blocks, jacks, or a solid footing that will safely support the entire weight. Have a crane or hoist 
operator remain at the controls or lock open and tag the main electrical disconnect switch. 

• Ensure that the rated load capacity of a crane's bridge, individual hoist, or any sling or fitting is 
not exceeded. Know the weight of the object being lifted or use a dynamometer or load cell to 
determine the weight. 

• Check that all controls are in the OFF position before closing the main-line disconnect switch. 



Bornor Restoration Inc. 
Lansing, Michigan 48906 

35 

CRANE AND HOIST SAFETY 
 

 

 
 
 

• If spring-loaded reels are provided to lift pendants clear off the work area, ease the pendant up 
into the stop to prevent damaging the wire. 

• Avoid side pulls. These can cause the hoist rope to slip out of the drum groove, damaging the 
rope or destabilizing the crane or hoist. 

• To prevent shock loading, avoid sudden stops or starts. Shock loading can occur when a 
suspended load is accelerated or decelerated, and can overload the crane or hoist. When 
completing an upward or downward motion, ease the load slowly to a stop. 

 

Operation Rules 
Pre-operational Test 
At the start of each work shift, operators shall do the following steps before making lifts with any crane or 
hoist: 

1. Test the upper-limit switch. Slowly raise the unloaded hook block until the limit switch trips. 
2. Visually inspect the hook, load lines, trolley, and bridge as much as possible from the operator's 

station; in most instances, this will be the floor of the building. 
3. If provided, test the lower-limit switch. 
4. Test all direction and speed controls for both bridge and trolley travel. 
5. Test all bridge and trolley limit switches, where provided, if operation will bring the equipment in 

close proximity to the limit switches. 
6. Test the pendant emergency stop. 
7. Test the hoist brake to verify there is no drift without a load. 
8. If provided, test the bridge movement alarm. 
9. Lock out and tag for repair any crane or hoist that fails any of the above tests. 

 
Moving a Load 

• Center the hook over the load to keep the cables from slipping out of the drum grooves and 
overlapping, and to prevent the load from swinging when it is lifted. Inspect the drum to verify that 
the cable is in the grooves. 

• Use a tag line when loads must traverse long distances or must otherwise be controlled. Manila 
rope may be used for tag lines. 

• Plan and check the travel path to avoid personnel and obstructions. 
• Lift the load only high enough to clear the tallest obstruction in the travel path. 
• Start and stop slowly. 
• Land the load when the move is finished. Choose a safe landing. 
• Never leave suspended loads unattended. In an emergency where the crane or hoist has become 

inoperative, if a load must be left suspended, barricade and post signs in the surrounding area, 
under the load, and on all four sides. Lock open and tag the crane or hoist's main electrical 
disconnect switch. 

 
Parking a Crane or Hoist 

• Remove all slings and accessories from the hook. Return the rigging device to the designated 
storage racks. 

• Raise the hook at least 2.1 m (7 ft) above the floor. 
• Store the pendant away from aisles and work areas, or raise it at least 2.1 m (7 ft) above the 

floor. 
• Place the emergency stop switch (or push button) in the OFF position. 

 
Rigging 
General Rigging Safety Requirements 
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Only select rigging equipment that is in good condition. All rigging equipment shall be inspected annually; 
defective equipment is to be removed from service and destroyed to prevent inadvertent reuse. The load 
capacity limits shall be stamped or affixed to all rigging components. 
Bornor Restoration, Inc. policy requires a minimum safety factor of 5 to be maintained for wire rope slings. 
The following types of slings shall be rejected or destroyed: 

 
Nylon slings with 

• Abnormal wear. 
• Torn stitching. 
• Broken or cut fibers. 
• Discoloration or deterioration. 

 
Wire-rope slings with 

• Kinking, crushing, bird-caging, or other distortions. 
• Evidence of heat damage. 
• Cracks, deformation, or worn end attachments. 

 
• Six randomly broken wires in a single rope lay. 
• Three broken wires in one strand of rope. 
• Hooks opened more than 15% at the throat. 
• Hooks twisted sideways more than 10 degrees from the plane of the unbent hook. 

Alloy steel chain slings with 
• Cracked, bent, or elongated links or components. 
• Cracked hooks. 

 
Shackles, eye bolts, turnbuckles, or other components, that indicate wear, damage or 
deformity. 

 
Rigging a Load 
Do the following when rigging a load: 

• Determine the weight of the load. Do not guess. 
• Determine the proper size for slings and components. 
• Do not use manila rope for rigging. 
• Make sure that shackle pins and shouldered eye bolts are installed in accordance with the 

manufacturer's recommendations. 
• Make sure that ordinary (shoulderless) eye bolts are threaded in at least 1.5 times the bolt 

diameter. 
• Use safety hoist rings (swivel eyes) as a preferred substitute for eye bolts wherever possible. 
• Pad sharp edges to protect slings. Remember that machinery foundations or angle-iron edges 

may not feel sharp to the touch but could cut into rigging when under several tons of load. Wood, 
tire rubber, or other pliable materials may be suitable for padding. 

• Do not use slings, eye bolts, shackles, or hooks that have been cut, welded, or brazed. 
• Install wire-rope clips with the base only on the live end and the U-bolt only on the dead end. 

Follow the manufacturer's recommendations for the spacing for each specific wire size. 
• Determine the center of gravity and balance the load before moving it. 
• Initially lift the load only a few inches to test the rigging and balance. 

 
Crane Overloading 
Cranes or hoists shall not be loaded beyond their rated capacity for normal operations. Any crane or hoist 
suspected of having been overloaded shall be removed from service by locking open and tagging the 
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main disconnect switch. Additionally, overloaded cranes shall be inspected, repaired, load tested, and 
approved for use before being returned to service. 

 
Working at Heights on Cranes or Hoists 
Anyone conducting maintenance or repair on cranes or hoists at heights greater than 1.8 m (6 ft) shall use 
fall protection. Fall protection should also be considered for heights less than 1.8 m. Fall protection 
includes safety harnesses that are fitted with a lifeline and securely attached to a structural member of the 
crane or building or properly secured safety nets. 
Use of a crane as a work platform should only be considered when conventional means of reaching an 
elevated worksite are hazardous or not possible. Workers shall not ride a moving bridge crane without an 
approval from the Safety Director, which shall specify the following as a minimum: 

 
• Personnel shall not board any bridge crane unless the main disconnect switch is locked and 

tagged open. 
• Personnel shall not use bridge cranes without a permanent platform (catwalk) as work 

platforms. Bridge catwalks shall have a permanent ladder access. 
• Personnel shall ride seated on the floor of a permanent platform with approved safety 

handrails, wear safety harnesses attached to designated anchors, and be in clear view of the 
crane operator at all times. 

• Operators shall lock and tag open the main (or power) disconnect switch on the bridge 
catwalk when the crane is parked. 

 
Hand Signals 
Signals to the operator shall be in accordance with the standard hand signals unless voice 
communications equipment (telephone, radio, or equivalent) is used. Signals shall be discernible or 
audible at all times. Some special operations may require addition to or modification of the basic signals. 
For all such cases, these special signals shall be agreed upon and thoroughly understood by both the 
person giving the signals and the operator, and shall not be in conflict with the standard signals. 

Inspection, Maintenance, and Testing 
All tests and inspections shall be conducted in accordance with the manufacturer’s recommendations. 

Monthly Tests and Inspections 
• All in-service cranes and hoists shall be inspected monthly and the results documented. 
• Defective cranes and hoists shall be locked and tagged "out of service" until all defects are 

corrected. The inspector shall initiate corrective action by notifying the Safety Director or site 
Superintendent. 

 
Annual Inspections 
The Shop Department shall schedule and supervise (or perform) annual preventive maintenance (PM) 
and annual inspections of all cranes and hoists. The annual PM and inspection shall cover 

• Hoisting and lowering mechanisms. 
• Trolley travel or monorail travel. 
• Bridge travel. 
• Limit switches and locking and safety devices. 
• Structural members. 
• Bolts or rivets. 
• Sheaves and drums. 
• Parts such as pins, bearings, shafts, gears, rollers, locking devices, and clamping devices. 
• Brake system parts, linings, pawls, and ratchets. 
• Load, wind, and other indicators over their full range. 
• Gasoline, diesel, electric, or other power plants. 
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• Chain-drive sprockets. 
• Crane and hoist hooks. 
• Electrical apparatus such as controller contractors, limit switches, and push button stations. 
• Wire rope. 
• Hoist chains. 

 
Load Testing 

• Newly installed cranes and hoists shall be load tested at 125% of the rated capacity by 
designated personnel. 

• Slings shall have appropriate test data when purchased. It is the responsibility of the purchaser to 
ensure that the appropriate test data are obtained and maintained. 

• Re-rated cranes and hoists shall be load tested to 125% of the new capacity if the new rating is 
greater than the previous rated capacity. 

• Fixed cranes or hoists that have had major modifications or repair shall be load tested to 125% of 
the rated capacity. 

• Cranes and hoists that have been overloaded shall be inspected prior to being returned to 
service. 

• Personnel platforms, baskets, and rigging suspended from a crane or hoist hook shall be load 
tested initially, then re-tested annually thereafter or at each new job site. 

• All cranes and hoists with a capacity greater than 2722 kg (3 tons) should be load tested every 
four years to 125% of the rated capacity. Cranes and hoists with a lesser capacity should be load 
tested every eight years to 125% of the rated capacity. 

• All mobile hoists shall be load tested at intervals to be determined by frequency of use. In some 
cases, inspections and checks should be made on a regular basis, often weekly, but this may be 
on a monthly or quarterly basis (e.g. the checks undertaken by an operator on their crane) 

 
Records 
Safety Department shall maintain records for all cranes, hoist and rigging equipment. 
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DRUG AND ALCOHOL PROGRAM 
 

 
POLICY: Bornor Restoration, Inc. (BRI) is committed to programs that promote employee safety, 
health and well-being as well as successful job performance. In support of that commitment, the 
Company has established the following drug and alcohol program. The goal of this program is to 
maintain a work environment which is free from the adverse effects of drugs and alcohol. This 
program applies to both prospective and existing employees. 

1. Applicants under Final Consideration for Employment 
A. All applicants offered employment will be screened for controlled substances and alcohol as part 

of the final pre-employment process. Test results will be reviewed prior to employment and any 
offer of employment is specifically conditioned on passing of the pre-employment physical exam 
which will include drug and alcohol testing. 

B. Prior to the screen, applicants must sign a consent form authorizing the Company’s designated 
laboratory to perform the drug and alcohol screening test and release the results of that test to 
the Company. 

C. Applicants must successfully pass the drug and alcohol screening test in order to be hired. The 
Company reserves the right to determine the definition of “successfully pass”. The definition 
will be based on relevant toxicological information and local legal parameters for alcohol. For 
controlled substances, “successfully pass” means no trace of such substances. 

D. Test results are to be treated as confidential and may be communicated to the applicant by the 
Company’s designated representative. 

 
2. Prohibitions 

The following are expressly prohibited by any employee: 
A. The use, possession, transportation, solicitation, promotion, sale or transfer of controlled 

substances as defined by law, except for individual use of prescribed medication while on 
company business or on company premises. 
“Company premises” includes, but is not limited to, all property, buildings, structures, customer 
job sites, parking lot and means of transportation owned, leased, or rented by the Company or 
otherwise being used by the Company. 
“Company business” means any time during which the employee is being compensated (or any 
time during which the employee is performing services on behalf of the Company), specifically 
including all time between starting and quitting times, including lunches and breaks, whether 
paid or unpaid. 

B. The use of over the counter drugs and/or prescribed drugs in a manner other than 
recommended by the manufacturer or as prescribed by the physician (misuse of controlled 
substances). 

C. The unauthorized possession or use of alcohol on company premises. 
D. Being significantly impaired by alcohol or illegal or un-prescribed controlled substances while 

on company business or while on company premises. 
 

3. Right to Search 
A. The Company reserves the right to search for controlled substances and alcohol on company 

premises, including the search of personal possessions of employees, where reasonable cause 
or suspicion exist that drugs and/or alcohol are on company premises. 

B. “Reasonable cause” will be based on medical and/or professional guidelines, physical, 
behavioral, observations, or performance indications of the possibility of controlled substances 
or alcohol use or abuse. 

C. Any evidence obtained by the Company during an investigation of the use, possession, transfer, 
transportation, solicitation, promotion or sale of illegal or controlled substances may be turned 
over to the appropriate law enforcement agencies. 



Bornor Restoration Inc. 
Lansing, Michigan 48906 

40 

DRUG AND ALCOHOL PROGRAM 
 

 

 
 

4. Employee Drug and Alcohol Tests 
A. Employees will, at the option of the Company, be screened (tested) when there is reasonable 

cause to believe or suspect the employee is using illegal or un-prescribed controlled 
substances, or is substantially impaired by alcohol, illegal or un-prescribed controlled 
substances, e.g. an unexplained change in job performance or aberrant behavior; or other 
physical, behavioral or performance indications of alcohol or controlled substance use on 
company premises or while on company business. 

B. Any employee that sustains an on-the-job injury or who is involved in an on-the-job 
accident will be screened for controlled substances and alcohol on the day of the injury 
or accident at the company’s discretion. Should the injury or accident be so severe that the 
screening cannot be done on the day of the injury or accident, then a screening will be done as 
soon as possible and before the employee can return to work. 

C. On-the-job injury is an injury which warrants medical treatment at a medical facility. On-the-job 
accident means any accident resulting in significant (as determined by the Company) injury to 
personnel and/or damage to material, equipment, vehicles or products. 

D. If it is suspected that an injury or accident is caused by the action of another employee(s), 
those employee(s) will also be screened. 

 
5. Failure to Comply 

A. Failure to comply with any provisions of the drug and alcohol policy may result in termination. 
B. Employees who are required to submit to a drug and alcohol screening will be asked to sign a 

consent form. Failure to sign the consent form constitutes noncompliance with the policy. 
Employees initiating delay in submitting to screening also constitutes noncompliance with the 
policy. 

C. If the test of an employee is confirmed positive, the Company may offer the employee the 
following alternatives: 

 
1. Participate in and successfully complete a certified treatment program approved by the 

Company 
2. Resign 
3. Termination 

 
Note: 
• Offering the employee the opportunity to participate in a treatment program does not 

obligate the Company to pay for the cost of the program. 
• Participation in a treatment program does not mean the past performance problems will 

be removed from an employee’s records. 
 

D. As a condition of continuing or re-employment, any employee who is enrolled in a controlled 
substance treatment program will be required to grant the Company the right to conduct follow- 
up tests with or without cause and without prior notice at any time during the subsequent twelve 
(12) month period. Should any of the follow-up test results be confirmed positive, the employee 
will not be eligible to participate in another company coordinated treatment program and will be 
given the following options: 

 
1. Resign 
2. Termination 

 
6. Voluntary Referral 

Any employee of the company who has a drug and/or alcohol problem may: 
A. Request referral for treatment. 
B. Requests for referral should be made through the employee’s Superintendent or to the 

Company’s front office. 
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C. Employees who voluntarily enter a treatment program must successfully complete the 
treatment program or be terminated. 

D. Any employee who successfully completes a treatment program may be terminated just like 
any other employee if, at any time he/she is diagnosed and confirmed positive on a screening 
or in any other way fails to comply with the Company’s drug and alcohol program. 

 
7. Government Requirements 

A. In event the Department of Transportation, Department of Defense or other government 
substance and alcohol abuse programs are mandated at certain company operations which 
conflict with this drug and alcohol program, the conflicting provision of the government 
mandated policy shall be followed. 

B. In event a customer mandates that its drug and alcohol abuse policy be followed for work on a 
premise, such mandated policy will be followed with the prior review of the Company for work 
done on that customer’s premises. 

 
8. Union Contract Requirements 

At time of implementation of this program, drug and alcohol testing of union bargaining unit 
employees in some company operations and customer sites have been agreed upon by the union. 
In the event of conflicts between this program and drug and alcohol testing established for various 
bargaining units, the union contract policy shall be followed pending discussions of adopting this 
program with the various unions. The intent of such discussions will be the adoption of this 
program so that it will apply to all employees. 

 
9. Consent to Program 

Each new employee shall be required to give his consent to execute Physical Examination Consent form, 
prior to hire. The signed documents shall be made a part of the employee’s personnel file. 
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Bornor Restoration, Inc. Employees: January 17, 2019 

 

One of the outcomes of the election on November 6, 2018 was the 
passage of Proposal 1, which will legalize possession and use of 
marijuana by individuals 21 years and older. 

 
We would like to remind everyone that this new state law will not 
change policies prohibiting the use or possession of marijuana on any 
property or in any vehicles owned or managed by Bornor Restoration, 
Inc. including during off-site Bornor Restoration, Inc. business or 
events. 

 
Marijuana use remains illegal and fully criminalized according to 
federal law, and Bornor Restoration, Inc. is subject to the Drug-Free 
Workplace Act of 1988 and the Drug-Free Schools and Communities  
Act Amendment of 1989. In addition, the Bornor Drug and Alcohol 
Policy prohibits the unlawful manufacture, distribution, dispensation, 
possession, and use of controlled substances, illicit drugs, and alcohol 
on property governed by Bornor Restoration, Inc. and at any site 
where Bornor Restoration, Inc. work is being performed. 

 
Employees who violate Bornor policy prohibiting the use or possession 
of illegal drugs while on-site or off-site representing Bornor 
Restoration, Inc. will continue to be subject to legal and disciplinary 
action. 

Sincerely, 
 
 
 
 
Brian S. Regan, President 
BreAnne M. Regan, Safety Director 

http://click.cabs.msu.edu/t/gcH1AAdbaCJ2kQAGQz3Iw-2qaFYmXUVeaaaaHSfBN3T4Fbaa?q=4_2Cx3%7Eamp%3Ba%3Dnppfwe%7E257xppx.bgr%7Eamp%3Bo%3DY%7Eamp%3B0%3D
http://click.cabs.msu.edu/t/gcH1AAdbaCJ2kQAGQz3Iw-2qaFYmXUVeaaaaHSfBN3T4Fbaa?q=4_2Cx3%7Eamp%3Ba%3Dnppfwe%7E257xppx.bgr%7Eamp%3Bo%3DY%7Eamp%3B0%3D
http://click.cabs.msu.edu/t/gcH1AAdbaCJ2kQAGQz3Iw-2qaFYmXUVeaaaaHSfBN3T4Fbaa?q=4_2Cx3%7Eamp%3Ba%3Dnppfwe%7E257xppx.bgr%7Eamp%3Bo%3DY%7Eamp%3B0%3D
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POLICY: Bornor Restoration, Inc. is committed to providing a safe and healthy work environment and to 
protecting employees from injury or death caused by uncontrolled electrical hazards in the workplace. 
The purpose of Bornor Restoration, Inc. Electrical Safety Program is to establish work policies, practices 
and procedures to train employees in basic electrical hazard recognition and safe work practices noted in 
OSHA 29 CFR 1910.302 - 1910.308 — Design Safety Standards for Electrical Systems, and 1910.331 - 

 — Electrical Safety-Related Work Practices Standards. This program applies to qualified and 
non-qualified employees who are exposed to electricity as part of their job. 

Program Responsibilities 
Management: The management of Bornor Restoration, Inc. will assist the Safety Director, 
Superintendents, Foremen, and employees with complying with this policy. 
Safety Director: The Safety Director is responsible for: 

• Identifying work tasks that need to be performed by a qualified employee 
• Conducting electrical safety inspections 
• Correcting electrical safety hazards as soon as possible 
• Ensuring all new electrical equipment and components comply with this program 
• Reviewing this program annually and revising if necessary 
• Maintaining a list of all qualified employees 
• Conducting training for employees 

 
Superintendent/Foremen are responsible for: 

• Conducting periodic work inspections 
• Ensuring employees are provided with and use the appropriate PPE 
• Ensuring employees comply with all aspects of the Electrical Safety Program 
• Testing electrical hand tools every three months with an ohmmeter 

 
Employees: An employee will only work on electrical equipment if he/she is a qualified worker, meaning 
he/she has been trained and authorized to perform work on de-energized electrical equipment and 
components. Employees are responsible for: 

 
• Wearing the appropriate PPE when working with or around electrical equipment 
• Reporting electrical safety hazards to their Superintendent or the Safety Director 
• Following the safe work practices outlined in this program 
• Visually inspecting electrical equipment, tools and cords before each use 
• Completing all required training 

 
Work Practices 
All electrical equipment will have the manufacturer’s name, trademark or other descriptive marking which 
identifies the organization responsible for the product. The equipment will also have its operating voltage, 
current, wattage or other rating clearly marked on it. 
Qualified employees will use lockout/tagout procedures on all electrical equipment while completing 
maintenance work. Lockout/tagout procedures are found in Bornor Restoration, Inc.’s Lockout/Tagout 
Policy. If the equipment cannot be de-energized because it would introduce an additional or increased 
hazard, or it is infeasible due to the design or its operational limitations (i.e. emergency alarm systems), 
Bornor Restoration, Inc. will hire a qualified electrical contractor to perform the work. No work will be 
performed on energized equipment by Bornor Restoration, Inc. employees. Electrical equipment that has 
been de-energized but not tagged out are to be treated as live. 

 
Extension Cords and Power Strips 
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Employees must be aware of the hazards associated with the misuse of extension cords and power 
strips. All power strips must be UL listed and used according to the manufacture’s guidelines. 

• Choosing an Appropriate Extension Cord. Bornor Restoration, Inc. has a variety of 
extension cords available for employee use. Employees will select an extension cord that 
can handle the electricity requirement for any connected tools or equipment. All 
employees will adhere to the following guidelines when choosing an appropriate 
extension cord. 

• Lights and fans (1-13 amperage rating). Employees may use a 25-100 foot long 
extension cord with 16 gauge wire, or a 150 foot cord with 14 gauge wire. 

• Small electrical hand-held tools, such as drills and sanders (14-15 amperage 
rating). May use a 25-100 foot long extension cord with 14 gauge wire, or a 150 foot cord 
with 12-10 gauge wire. 

• Large electrical tools such as shop vacuums, circular saws, table saw and space 
heaters (16-20 amperage rating). May use a 25-100 foot long extension cord with 12-10 
gauge wire. Do not use an extension cord longer than 100 feet with large electrical tools. 

* All extension cords used for construction or outdoor maintenance work will be equipped with, or 
connected to, a ground fault circuit interrupter (GFCI). 

If an employee is unsure which size of extension cord he/she should use, contact a 
Superintendent/Foreman or the Safety Director. 

 
Safe Work Practices for Extension Cords and Power Strips: The following safe work practices will be 
followed at all times by all employees when using an extension cord or power strip. 

• No employee will plug in or unplug a power strip or extension cord with wet hands. 
• Power strips will only be used in office settings. 
• Grounding prongs will never be removed from the end of any extension cord or power strip. No 

strip or cord with a missing grounding prong shall be plugged into outlets. 
• All extension cords and power strips will be inspected before use. If any defects are found, the 

cord or strip will be removed from service. 
• All power strips and extension cords will be tested using an ohm meter every 3 months. 
• If and when extension cords or power strips are used, they will not be: 

o Run through holes in walls, ceilings or floors 
o Run through doorways or windows without appropriate protection 
o Used in areas where vehicles, forklifts or other equipment could drive over the cord 
o Fastened with staples or hung in a way that could damage the insulation 
o Used for more than 30 days 

If it is necessary to run an extension cord through a doorway (for example, work completed outdoors with 
no outlet), the cord will be protected using high contrast tape or coverings and will not be left out overnight. 
Employees must get approval from the Safety Director before an extension cord can be used in this 
manner. 

 
Repairing and Replacing Electrical Cords 
If a cord is damaged, the following guidelines will be followed: 

• All repairs will be completed by qualified, licensed repair personnel. 
• Electrical shrink wrap will be used to repair the cord. One shrink wrap repair can be used per 

cord. The cord will be replaced if a second repair is needed. 
• The electrical shrink wrap will cover no more than 12 inches of the cord. 
• After the repair, the cord must retain its original flexibility and integrity. 
• If the inner insulation is damaged, the cord must be replaced. 
• Damaged cords used in wet areas shall be immediately replaced. 
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Circuit Overload 
To reduce the possibility of overloaded circuits, Bornor Restoration, Inc. employees will only plug in one 
device per outlet. Employees will not use splitters, multi-plug adapters, etc. without direct permission from 
the Safety Director. 
If you have a concern that a circuit may be overloaded, you are to contact your Superintendent/Foreman 
or the Safety Director as soon as possible. 

 
Tools 
The following requirements shall be adhered to at all times: 

• All electrical tools will be stored in a clean, dry place when not in use. 
• Employees will not carry electrical tools by the cord or yank cords from the wall. 
• If a tool is unintentionally de-energized due to a circuit breaker or GFCI, it must be removed from 

service until the cause of de-energization is discovered. 
• All electrical tools will be tested using an ohm meter every 3 months. 
• All tools will have grounding prongs. Any tool without a grounding prong will be removed from 

service. 
• All electrical tools will be inspected before use. If any defects are found, the tool will be removed 

from service until it can be repaired or replaced. 
• Fiberglass ladders will be used when working around or on electrical equipment or wires. 
• Portable ladders will have non-conductive side rails. 

 
Guarding 
All electrical systems must be guarded to prevent contact with live conductors. The following 
requirements will be adhered to at all times: 

• All electrical distribution panels, breakers, disconnects, switches and junction boxes will be 
completely enclosed. 

• Live parts to electrical equipment operating at 50 volts or more must be guarded to prevent 
contact and prevent damage. 

• All electrical receptacles and cover plates will be kept intact and in good condition. 
• All electrical panels will be easily accessible at all times and a minimum of three feet of clearance 

shall be maintained on all sides. 
 

High Voltage Electrical Rooms and Closets 
The following requirements for electrical rooms and closets shall be adhered to at all times: 

• High voltage rooms and closets must be locked at all times. 
• Only qualified employees are allowed into high voltage rooms and closets. 
• No Bornor Restoration, Inc. employee will open or remove covers or access panels of high 

voltage electrical distribution panels or transformers. 
• Nothing will be stored in rooms or closets designated for electrical equipment. 
• Safety signs which warn employees about any electrical hazards shall be displayed prominently 

on the door of the room or closet. 
 

Ground Fault Circuit Interrupters 
Ground fault circuit interrupters (GFCIs) protect Bornor Restoration, Inc. employees who use electrically- 
powered tools and equipment from electrical shocks, especially when working in wet environments. 
GFCIs are required for electrically-powered equipment and tools in the following conditions: 

• When used at locations where employees are likely to contact water or conductive liquids, such 
as outdoors, bathrooms, kitchens or any other area with potential exposure to water 



Bornor Restoration Inc. 
Lansing, Michigan 48906 

46 

ELECTRICAL SAFETY 
 

 

 
 
 

• When used at construction or renovation sites 
• When used for portable lighting in wet or other conductive locations (such as inside boilers or 

tanks) 
 

Working near Power Lines 
Both overhead and underground power lines present electrical hazards. The following procedures shall 
be adhered to by both qualified and unqualified personnel when working near power lines with or without 
vehicles and mechanical equipment. 

 
• Remain at least 10 feet away from overhead power lines. 
• If the voltage is greater than 50,000 volts, add 4 more inches of safe distance for each 10,000 

volts beyond 50,000. 
• When working around high voltage lines, ground all equipment that may become energized. 
• Call MISS DIG at (800) 482-7171 at least 48 hours before any digging. Once underground power 

lines have been identified, add an additional 18 inch clearance on either side of the marking or 
flag. Do not dig in this clearance area. If it is required to dig within the clearance area Bornor 
Restoration, Inc. will use an outside contractor to perform the work. 

 

Additional Safety Precautions 
The following additional safety precautions shall be adhered to at all times. 

• If a circuit breaker trips or blows a fuse more than once, it shall be investigated and corrected by 
a qualified employee or contractor before being cleared for continued use. 

• All areas with electrical equipment shall be properly illuminated. 
• Housekeeping duties will not be performed in an area if there is a possibility of contact with an 

electrical hazard unless there are protective shields, barriers or if insulated materials are used to 
protect the employee. 

• Safety signs that warn employees about any electrical hazards shall be displayed prominently 
when a hazard is present. 

 
Personal Protective Equipment (PPE) 
Employees working in areas where electrical hazards are present will be provided with and shall use PPE 
that is designed for the specific part of the body to be protected and for the work being performed. 
Employees are required to adhere to the following procedures for PPE use: 

• All PPE must be inspected prior to each day’s use and immediately following any incident. 
• Non-conductive head protection will be worn if there is danger of electrical burns or shock from 

contact with electricity. 
• When working on electrical equipment or wiring, employees will: 

o Not wear conductive articles of clothing or jewelry 
o Wear non-melting clothing such as cotton 
o Wear electrical-rated boots 
o Wear non-conductive gloves 

 
Employee Training 
Qualified Workers; At a minimum, qualified workers must be trained on the following: 

• The hazards associated with electrical equipment 
• Electrical safety practices and procedures (lockout/tagout) for doing de-energized work 
• Safe work practices that must be followed when working around or with electrical tools or 

equipment 
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• How to distinguish exposed live parts from other parts of electrical equipment 
• How to properly inspect and use the appropriate PPE 
• The location of the electrical breaker panels and fuse boxes 

 
Unqualified Workers; Unqualified workers will receive general electrical safety awareness training on 
how to recognize, evaluate and avoid electrical hazards and training on all Bornor Restoration, Inc. 
electrical safety practices. 
Training will occur before an employee begins work in a new area and when an employee does not 
comply with safe work practices. Retraining will occur every 2 years. Training will be documented and 
retained. 

 
Periodic Program Review 
The Safety Director will review the Electrical Safety Program and procedures annually. The review will be 
documented. 



Bornor Restoration Inc. 
Lansing, Michigan 48906 

48 

EMERGENCY SAFETY 
 

 

 
 

EMERGENCY SAFETY 
 

 

POLICY: Bornor Restoration, Inc. is committed to improving the safety and health of our employees, 
improving productivity through a healthier workforce, and reducing injuries and illnesses. Bornor 
Restoration, Inc. will strive to provide our employees with the safest possible work environment and the 
knowledge necessary to safely carry out their job duties. Bornor Restoration, Inc.’s safety efforts shall 
be ongoing and focus on continuous improvement. Any changes or updates to the action plan will be 
communicated with all Bornor Restoration, Inc. employees. 

 
Working safely is a responsibility shared by all employees. Superintendents/Foremen are to maintain 
the safest possible working conditions by encouraging and enforcing Bornor Restoration, Inc. safety 
policies and procedures. All necessary and available Bornor Restoration, Inc. resources shall be 
utilized to accomplish this important endeavor. Employees are to perform their duties in the safest 
manner possible and adhere to all established safety rules, procedures, and work practices. 

 
Employees are encouraged to actively participate in Bornor Restoration, Inc.’s safety efforts. 
Involvement by all levels of the company shall contribute to an effective safety and health program for 
the benefit of all employees, their families, and the public. The following guidelines are derived from 
OSHA publication 3088; Workplace Emergencies and Evacuations 

 
The following individual(s) has been designated and empowered to coordinate the safety and health 
efforts of Bornor Restoration, Inc.: 

 
Safety Director: BreAnne Regan 

525 Filley Street 
Lansing, MI 48906 
(517) 482-1625 phone 
(517) 482-4840 fax  
breanne@bornor.com 

 

First Responders for Medical Emergencies 
Bornor Restoration, Inc. 

 
All Foremen running jobsites have been certified in CPR, First Aid, and AED. They have 
volunteered to assist in the event of a medical emergency. After contacting one of these 
individuals for assistance, please remember to also call the emergency number 911 for 
professional assistance. 

 

General Safety Rules and Enforcement Procedures 
1. Be aware of and adhere to the safety and health policies, procedures, rules, and work 

practices established by the Bornor Restoration, Inc. 
2. Conduct yourself in a safe manner and maintain a safe work area. 
3. Immediately report any unsafe acts or conditions to your Project manager, Safety Director or 

Superintendent/Foreman. 
4. Report all incidents (including near misses) and accidents, whether an injury occurred or not, to 

your Superintendent/Foreman as soon as possible. 
5. Horseplay and practical jokes can cause harm or injury and are not permitted. 
6. Fighting and physical force should never occur. 
7. Displaying or using any weapon (or any instrument used as a weapon) or firearm (or missile- projecting 

device) while on Bornor property, jobsite or while performing official duties, unless authorized to do so as 

mailto:breanne@bornor.com
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part of your assignment, is not permitted. Use, possession, or being under the influence of alcoholic 
beverages or non-prescribed controlled substances while on Bornor property or jobsite or while performing 
Bornor duties is not permitted. 

8. Keep your work area clean and free from slip, trip, fall, and other safety hazards. 
9. Know and use proper lifting techniques. Request assistance when lifting heavy or awkward loads. 
10. Use an ANSI (American National Standards Institute) approved stepladder or stepstool. Move 

the stool or ladder as necessary to avoid stretching. 
11. Follow warning signs that caution of possible safety hazards or conditions. 
12. Always use handrails when walking in stairways and take one step at a time. 
13. Avoid running and use caution in congested areas and at blind corners. 
14. Obey traffic laws while operating a vehicle. 
15. Wear seat belts at all times while driving or riding to Bornor business locations. 
16. Know and adhere to your responsibilities concerning policies and procedures for 

emergencies such as fires, bomb threats, etc.se appropriate personal protective 
equipment (i.e., safety glasses, safety shoes, latex gloves, respirators, etc.) where it is 
justified or required based on workplace exposure. 

17. Obey safety precautions published by the manufacturer while using equipment or chemicals. 
 
 

EMERGENCY EVACUATION PROCEDURE 
Bornor employees at any job location: Must immediately begin to evacuate the building when an 
alarm sounds, unless you have been previously notified to disregard the alarm. You must evacuate 
the building under all circumstances, even if the alarm stops sounding. 

 
Follow these guidelines to ensure a safe and efficient evacuation. 

• DO NOT STOP AN EVACUATION FOR ANY REASON ONCE IT IS STARTED 
• Take your coat (and purse, lunch, briefcase, etc.) and any other item you brought in with you 

that day if it is readily available 
• If possible lock or log off computers and secure “sensitive” documents. 
• DO NOT ATTEMPT TO GO TO ANOTHER FLOOR IF YOU ARE NOT NEARBY YOUR 

WORK AREA. 
• DO NOT OPERATE CELLULAR TELEPHONES, TWO-WAY RADIOS, OR LIKE 

EQUIPMENT DURING ANY EVACUATION. 
• As you leave your work area, observe if there are any suspicious packages, boxes, parcels, 

envelopes, etc. in your work area. Report any such suspicious items to the Safety Director. 
Remember that at the beginning of an evacuation you will not necessarily know the reason for 
the evacuation. It could be a real bomb threat, real fire, other real emergency, or drill. 

• Head towards the CLOSEST emergency exit and begin evacuation. 
• If you require assistance for evacuating the building, please report to the safe area near an 

exit, wait for a “buddy” and instructions from the emergency response team. 
• If you have a visitor to the Building who needs assistance at any time during an evacuation, 

please report to the safe area at any of the stairwells with them and wait for instructions from 
the emergency response team. 

• You MUST leave the building. After exiting the building, head south until you reach the south 
parking lot. For your safety, DO NOT CROSS Filley Street. 

• In the event of an emergency requiring evacuation of the building, any available employee will 
contact the local Police and Fire Department via 911. Unless directed otherwise by the Fire 
Department employee should then report to the south parking lot. 
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• If at any time during an evacuation a person creates a hazard to fellow employees, the Safety 
Director or any other Safety Team Member has the authority to remove that person from the 
stairwell until they are able to continue descending without jeopardizing the health and safety 
of fellow employees. 

• Please note that all evacuation team members should keep their yellow high visibility vests on for 
identification. 

• Upon arrival in the designated safe area, immediately report to the Safety Director and/or Office 
manager to be added to the head count after the evacuation. Identify the names and last known 
locations of anyone not accounted for and pass them to the official in charge. Accounting for all 
employees following an evacuation is critical. 

 
Tornado Response Procedure 
This procedure will be followed when weather conditions indicate that a tornado or other severe 
weather may affect Bornor Restoration facilities. 

 
1. Bornor’s safety committee will monitor emergency weather broadcasts made by the National 

Weather Service (NWS) via The Capital Area Ingham County Alerts. If the NWS broadcasts a 
Tornado Watch, the safety committee will contact Bornor’s President and advise them of the 
potential weather conditions. 

2. If the NWS issues a Tornado Warning for the Ingham/Eaton/Clinton County area, the safety 
committee will immediately contact the President and advise them that a warning has been 
issued. 

3. The President or a member of the safety committee acting on behalf of the President will decide if 
the approaching weather system affects Bornor’s facility. This decision will be based on NWS 
broadcasts, commercial radio broadcasts and observation of approaching weather. 

4. If the decision is made to send employees to the shelter area, an announcement will be made on 
Bornor’s intercom system or safety committee members will verbally announce to employees. 
Employees will be accounted for in the shelter area. The designated shelter area will be Office 
#12. 

5. All employees will go to shelter area and remain there until the weather system has passed and 
the “all clear” has been issued by the NWS. 

6. When leaving the shelter area, employees must be vigilant in case of any building damage or 
downed power lines outside the building. 

7. The President will evaluate the effects of the storm and will make the decision whether to 
continue building operations. 

8. Bornor employees working on jobsites outside of the Tri county area noted above are expected to 
follow safety procedures enforced by the entity they are working under. Examples being MSU, 
Consumers Power, or U of M; please take shelter for the duration of the event until the all clear is 
announced for your location. 
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FALL PROTECTION PROGRAM 
 

 

POLICY: Bornor Restoration, Inc. is dedicated to the protection of its employees from on-the-job 
injuries. All employees of Bornor Restoration have the responsibility to work safely on the job. The 
purpose of this plan is: (a) to supplement our standard safety policy by providing safety standards 
specifically designed to cover fall protection on this job and; (b) to insure that each employee is 
trained and made aware of the safety provisions which are to be implemented by this plan prior to 
the start of employment. 

 
This Fall Protection Program addresses the use of other than conventional fall protection at a 
number of areas on the project, as well as identifying specific activities that require non- 
conventional means of fall protection. These areas include: 

 
Roofing 
Masonry Restoration 
Concrete Restoration 

 
This plan is designed to enable Supervisors and employees to recognize the fall hazards on the job 
and to establish the procedures that are to be followed in order to prevent falls to lower levels or 
through holes and openings in walking and/or working surfaces. Each employee will be trained in 
these procedures and strictly adhere to them except when doing so would expose the employees to 
a greater hazard. If, in the employee’s opinion, this is the case, the employee is to notify the 
foreman of the concern and the concern addressed before proceeding. 

 
Safety policy and procedure on any one project cannot be administered, implemented, monitored 
and enforced by any one individual. The total objective of a safe, accident-free work environment 
can only be accomplished by a dedicated, concerted effort by every individual involved with the 
project, from management down to the last employee. Each employee must understand their value 
to the company, the costs of accidents, both monetary, physical, and emotional; the objective of the 
safety policy and procedures; the safety rules that apply to the safety policy and procedures; and 
what their individual role is in administering, implementing, monitoring, and compliance through 
planning, training, understanding and cooperative effort, rather than by strict enforcement. If for any 
reason an unsafe act persists, strict enforcement will be implemented. 

 
It is the responsibility of Bornor Restoration’s Safety Director to implement this Fall Protection Plan. 
The Director and Foremen are responsible for continual observational safety checks of their work 
operations and to enforce the safety policy and procedures. They also are responsible to correct 
any unsafe acts or conditions immediately. It is the responsibility of the employee to understand 
and adhere to the procedures of this plan and to follow the instruction of the foreman. It is also the 
responsibility of the employee to bring to management’s attention any unsafe hazardous conditions 
or acts that may cause injury to either themselves or any other employees. Any changes to this 
Fall Protection Plan must be approved by Bornor Restoration’s Safety Director. 

 
The National Roofing Contractor Association’s “Fall Protection: It’s About Time Training Guide” will 
be used to implement the program. (Acronym “TIME”: Think Ahead, Inspect, Monitor, Eliminate). 

 

PART 1:  GUARDRAIL SYSTEMS, SAFETY NET SYSTEMS, PERSONAL FALL 
ARREST SYSTEMS, AND POSITIONING DEVICES 

 
When Fall Protection Applies 
According to Par. 1926.501, fall protection is required for all employees on walking or working surfaces 
with an unprotected side or edge that is six-feet or more above a lower level. Unprotected side or edge is 
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defined in Par. 1926.501 as any side or edge where there is no wall or guardrail system at least 39-inches 
high. 

1. On low-slope roofs (roofs with a slope of less than 4-inches in 12-inches), fall protection may consist of: 
a. a guardrail system; 
b. a safety net system; or 
c. a personal fall arrest system. 

2. Catch platforms 
a. Do qualify as scaffolds with guardrails and can be used for fall protection on steep-slope roofs. 
b. In addition, catch platforms must extend at least 2-feet beyond the edge of the roof. 
c. Again, toeboards are required on all steep roofs. 

3. Crawling boards or chicken ladders 
a. Must extend from the ridge to the eaves, and must be secured with ridge hooks. 
b. Boards must be at least 10-inches wide and 1-inch thick, with cleats of 1-inch by 1-1/2-inches. 
c. The cleats must be the same width as the board, and spaced at equal intervals of no more than 24- 

inches. 
d. The nails that hold them in place must be driven all the way through and clinched underneath. 
e. Additionally, a lifeline or another device that can be used as a handhold must be strung next to each 

chicken ladder. 
4. Residential Roofs 

a. On all residential roofs, whether low-slope or steep-slope, a fall protection span may be developed and 
implemented when the employer can demonstrate that conventional fall protection systems are either 
infeasible or pose a greater hazard. 

b. The requirements for fall protection plans are found in Par. 1926.502(K). 
5. Hoist Areas 

a. At hoist areas at least 6-feet above a lower level, employees must be protected by: 
1) a guardrail system; or 
2) a personal fall arrest system. 

b. If the guardrail is removed during hoisting and the employee needs to lean out over the roof edge, he 
must be protected by a personal fall arrest system. 

6. Holes 
a. Near holes (including skylights) more than 6-feet above a lower level, employees must be protected 

by: 
1) a personal fall arrest system; 
2) a guardrail system; or 
3) covers installed over the holes 

b. Par. 1926.500 defines a hole as any opening 2-inches or more in any dimension. Provisions for 
covering holes can be found on page 19 or in Par. 1926.502(1). 

7. Protection from falling objects 
a. Protection from falling objects must be provided to all employees exposed to this hazard. 
b. Protection must include hard hats plus one of the following: 

1) toeboards, screens or guardrail systems that prevent objects from falling from a higher level; 
2) a canopy to catch falling objects, (if a canopy is used, objects at the higher level must be placed 

away from the edge); or 
3) a barricade erected at the lower level to protect workers and the public. The barricade material 

must have a breaking strength of at least 200-lbs. 
 

Guardrail Systems 
1. The top edge height of the top rails must be between 39- and 45-inches above the working level. 
2. Midrails or screens must be installed between the top rail and the working level when there is no wall or 

parapet at least 21-inches high. 
a. Midrails must be installed midway between the top rail and the working surface. 
b. Screens must extend all the way from the top rail to the working surface. 
c. Intermediate members installed between posts must not be more than 19-inches apart. 
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d. Additional midrails and other structural members must be installed so that there are no openings in the 
guardrail system greater then 19-inches. 

3. Guardrail systems must be capable of withstanding a force of at least 200-lbs. Applied anywhere along the 
top edge without failing. 

4. When a force of 200-lbs. is applied to the top edge of the guardrail, the rail must not deflect to a height less 
than 39-inches above the working surface. 

5. Midrails, screens, and other structural members must be able to withstand a force of at least 150-lbs. 
without failing. 

6. Guardrail systems must have surfaces which will not puncture or lacerate employees or snag their clothing. 
7. The ends of top rails and midrails must not project beyond the terminal posts in a hazardous manner. 
8. Steel or plastic banding cannot be used for top rails or midrails. 
9. Top rails and midrails must be at least 1/4-inch thick. If wire rope is used, it must be flagged at least every 

6-feet with high-visibility material. 
10. When used at hoisting areas, a chain, gate, or removable guardrail section must be placed across the access 

opening when hoisting is taking place. 
11. When used around holes, guardrails must be erected on all unprotected sides of the hole. 
12. When used around holes through which material is being passed, only two sides of the hole can have 

removable guardrail sections. The hole must be covered or protected on all sides by the guardrail when not 
in use. 

13. When used around access openings such as ladder-ways, guardrails must be gated or offset to prevent 
employees from walking directly into the hole. 

14. When used on ramps and runways, guardrails must be erected along all unprotected sides. 
15. Rope used for top rails and midrails must be inspected regularly to ensure that it meets the strength 

requirements set forth in this section. 
 

Safety Net Systems 
1. Safety nets must be installed as close as possible to the working surface, but no more than 30- 

feet below it. 
2. Safety nets must extend outward from the roof edge as follows: 
3. Distance From Roof To Net Distance Net Must Extend Outward 

 

a. Up to 5-feet 8-feet 
b. 5- to 10-feet 10-feet 
c. More than 10-feet 13-feet 

4. Safety nets must have enough ground clearance to stop the weight specified in (4)(I) without 
letting it hit the ground. 

5. Safety nets must be capable of absorbing the impact force specified in (4)(I). 
6. Safety nets must be drop-tested at the jobsite after installation, relocation, major repair, or at six-month 

intervals if not moved. The drop test shall consist of a 400-lb. sandbag dropped from the working level. 
7. When a drop test is not feasible, the employer must have a written certification record identifying the net 

and its installation and stating when it was determined to be in compliance with the provisions of the drop 
test. 

8. Defective safety nets may not be used. Nets must be inspected weekly and after any occurrence 
which may affect their integrity, and defective components removed from service. 

9. Objects which fall into the net must be removed promptly. 
10. Safety net mesh cannot have openings greater than 36-square inches or longer than 6-inches on 

any side. 
11. Safety nets must have a border rope for webbing with a minimum breaking strength of 5,000-lbs. 
12. Connections between safety net panels must be as strong as the individual components and 

must be spaced not more than 6-inches apart. 
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Personal Fall Arrest Systems 
The strength requirements for personal fall arrest systems may have changed. Supplier will be checked to 
ensure that your system meets the current criteria. Contractors should note paragraph (16) (c), which 
states that personal fall arrest systems must be rigged on-site to prevent a free fall of more than 6-feet. 

1. Connectors must be made of drop-forged, pressed, or formed steel or equivalent materials. 
2. Connectors must have a corrosion-resistant finish with smooth surfaces and edges. 
3. Dee-rings and snap-hooks must have a minimum tensile strength of 5,000-lbs. 
4. Dee-rings and snap-hooks must be proof-tested to a minimum tensile load of 3,600-lbs. without 

failing. 
5. Snap-hooks must be sized appropriately to prevent accidental disengagement, or must lock. 
6. Unless a snap*hook is a locking type designed for the following connections, it must not be 

attached: 
a. directly to webbing, rope, or wire rope; 
b. to another snap-hook; 
c. to a D-ring to which another snap-hook or connector is attached; 
d. to a horizontal lifeline; 
e. to any abject that could cause the snap-hook to become disengaged. 

7. When connectors are used with horizontal lifelines which may become vertical lifelines in event of 
a fall connecting devices must be capable of locking in both directions on the lifeline. 

8. Horizontal lifelines shall be designed, installed, and used under the supervision of a qualified 
person, as part of a complete personal fall arrest system which maintains a safety factor of at 
least two. 

9. Lanyards and vertical lifelines shall have a minimum leaking strength of 5,000-lbs. 
10. When vertical lifelines are used, each employee must be attached to a separate lifeline. 
11. Lifelines must be protected against cuts or abrasions. 
12. Self-retracting lifelines and lanyards which automatically limit free fall distance to 2-feet or less, 

must be capable of bearing a load of 3,000-lbs. 
13. Self-retracting lifelines and lanyards which do not limit free fall distance to 2-feet or less, repstitch 

lanyards, and tearing or deforming lanyards must be capable of bearing a load of 5,000-lbs. 
14. Ropes and straps used in personal fall arrest systems must be made of synthetic fibers. 
15. The anchors for a personal fall arrest system must be separate from platform anchors and 

capable of bearing at least 5,000-lbs. per attached employee. 
16. Personal fall arrest systems, when stopping a fall shall: 

a. Limit the maximum arresting force on the employee to 900-lbs. when used with a body belt; 
b. Limit the maximum arresting force on the employee to 1,800-lbs. when used with a body 

harness; 
c. Be rigged so that the employee can neither freefall more than 6-feet nor contact a lower level: 
d. Bring the employee to a complete stop and limit the maximum deceleration distance he 

travels to 3-1/2-feet; and 
e. Be strong enough to with stand twice the potential impact energy of an employee freefalling 6- 

feet or whatever freefall distance the system allows. 
17. Body belts must be attached in the center of the wearer’s back. Body harnesses must be 

attached in back between the shoulders or above the wearer’s head. 
18. Personal fall arrest systems must not be used to hoist materials. 
19. After being subjected to impact, personal fall arrest systems and components must be removed 

from service and inspected by a competent person before reuse. 
20. Employees who fall must be rescued promptly or must be capable of rescuing themselves. 
21. Personal fall arrest systems must be inspected prior to each use, and defective components 

removed from service. 
22. Body belts must be at least 1 5/8-inches wide. 
23. Personal fall arrest systems must not be attached to guardrails or hoists. 
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24. When used at a hoist area, the personal fall arrest system must limit the employee’s movement to 
the roof edge. 

 

Positioning Devices 
1. Positioning devices must prevent the employee from freefalling more than 2-feet. 
2. Positioning devices must be attached to an anchor capable of bearing at least twice the potential 

load of an employee’s fall or 3,000-lbs., whichever is greater. 
3. Connectors must be made of drop-forged, pressed, or formed steel or equivalent materials 
4. Connectors must have a corrosion-resistant finish, with smooth surfaces and edges. 
5. Connecting assemblies must have a minimum tensile strength of 5,000-lbs. 
6. Dee-rings and snap-hooks must be proof-tested to a minimum tensile load of 3,600-lbs. without 

failing. 
7. Snap-hooks must be sized appropriately to prevent accidental disengagement, or must lock. 
8. Unless a snap-hook is a locking type designed for the following connection, it must not be 

attached: 
a. directly to webbing, rope, or wire rope; 
b. to another snap-hook; 
c. to a D-ring to which another snap-hook or connector is attached; 
d. to a horizontal lifeline; 
e. to any object that could cause the snap-hook to become disengaged. 

9. Positioning devices must be inspected prior to each use, and defective components removed 
from service. 

10. Positioning devices must not be used to hoist materials. 
 

PART II:  WARNING LINE AND SAFETY MONITORING SYSTEMS, COVERS, AND 
PROTECTION FROM FALLING OBJECTS 

Warning Line Systems 
1. The warning line must be erected around all sides of the roof work area. 

a. When mechanical equipment is not being used, the warning line must be erected at least 6- 
feet from the roof edge. 

b. When mechanical equipment is being used, the warning line must be erected at least 6-feet 
from the roof edge parallel to the direction of travel, and at least 10-feet from the roof edge 
perpendicular to the direction of travel. 

c. Access points and material handling, storage, and hoist areas must be connected to the work 
area by an access path formed by two warning lines. 

d. When not in use, access areas must be blocked off with a rope, chain, wire, or other 
barricade, or offset to prevent an employee from walking directly into the work area. 

2. Warning lines shall consist of rope, wire, or chain, and supporting stanchions erected as follows: 
a. The rope, wire, or chain must be flagged at 6-foot intervals with high visibility material; 
b. The rope, wire, or chain must be no less than 34-inches from the surface, including sag, and 

no more than 39-inches above it. 
c. The stanchions must be able to withstand a force of at least 16-lbs. without tipping over. 
d. The rope, wire, or chain must have a minimum tensile strength of 500-lbs. and be capable of 

supporting a 16-lb. force applied to the stanchions. 
e. The line must be attached to each stanchion so that force applied to one segment does not 

cause slack to be taken up in adjacent segments before tipping over. 
3. No employees are allowed in the area between the warning line and the roof edge unless 

performing work in that area. 
4. Mechanical equipment must be used and stored only in areas where employees are protected by 

a warning line system, guardrail system, or personal fall arrest system. 
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Controlled Access Zones 
1. Controlled access zones must be demarcated by a control line erected parallel to the exposed 

edge along its entire length: and not less than 6-feet not more than 25-feet from the edge. It must 
be connected at each side to a guardrail system or wall. (Paragraph (2) relates specifically to 
overhand bricklaying work.) 

2. Control lines must consist of rope, wire, tape, or equivalent material and supporting stanchions, 
as follows: 

a. The rope, wire, or chain must be flagged at 6-foot intervals with high visibility materials; 
b. The rope, wire, or chain must be no less than 39-inches from the surface, including sag, and no 

more than 45-inches above it. 
c. Each line must have a minimum breaking strength of 200-lbs. 
d. Where guardrail systems are not in place, the controlled access zone must be enlarged to include 

all access points and material handling and storage areas. 
e. Where guardrail systems are in place but must be moved to accommodate work, only that portion 

of the guardrail necessary to complete the day’s work may be removed. 
 

Safety Monitoring Systems 
1. The Foremen must designate a competent person to monitor the safety of other employees. The 

safety monitor must; 
a. Be competent to recognize fall hazards; 
b. Warn employees who appear unaware of a fall hazard or who act in an unsafe manner, 
c. Be on the same work surface and within sighting distance of employees being monitored; 
d. Be close enough to communicate orally with employees; 
e. Not have other responsibilities which could distract his attention from the monitoring function. 

2. Mechanical equipment must not be used or stored in areas on low-slope roofs where a safety 
monitoring system is being used to monitor workers engaged in roofing work. 

3. No employees are allowed in safety-monitored areas except for those engaged in low-slope 
roofing work or covered by a fall protection plan. 

4. Employees working in controlled access zones must comply with fall hazard warnings from the 
safety monitor. 

 
Covers 

1. Covers on roofs must be able to support twice the weight of employees, equipment and materials 
likely to be placed on them. 

2. All cover must be secured to prevent accidental displacement by wind, equipment, or employees, 
3. All covers must be color-coded or marked with the word “HOLE or “COVER”. 

 

Protection from Falling Objects 
1. Toeboards must be erected along the edge of the overhead surface for a distance sufficient to 

protect employees below. 
2. Toeboards must be capable of withstanding a force of at least 50-lbs. 
3. Toeboards must be at least 3-1/2-inches high and have no more than one-quarter inch clearance 

above the surface. 
4. When materials are stacked higher than the toeboard, paneling or screening must extend to the 

top rail or mid-rail of the guardrail for a distance sufficient to protect employees below. 
5. When used as protection from falling objects, guardrails must have no openings large enough to 

allow materials to pass through. (Paragraph (6) refers to overhead bricklaying work.) 
6. During the performance of roofing work: 

a. Materials and equipment must not be stored within 6-feet of the edge unless guardrails are 
erected at the edge. 

b. Materials stacked near the edge must be stable and self-supporting. 
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7. When used as falling-object protection, canopies must be strong enough to prevent collapse and 
penetration by falling objects. 

 

Fall Protection Plans 
1. The plan must be prepared by a qualified person specifically for the jobsite in question, and be 

kept up to date. 
2. Any changes to the plan must be approved by the qualified person who designed it. 
3. A copy of the fall protection plan with all approved changes must be kept at the jobsite. 
4. The implementation of the plan must be supervised by a competent, person. 
5. The fall protection plan must document why the use of conventional fall protection systems is 

infeasible or why their use would create a greater hazard. 
6. The plan must include a written discussion of other measures that will be undertaken at the 

jobsite to reduce the fall hazard for those workers who cannot be provided with protection by 
conventional systems. 

7. The plan must identify each location where conventional fall protection methods cannot be used. 
These locations must be classified as controlled access zones to which the provisions of 
paragraph (g) apply. 

8. Where no other alternative measure has been implemented, the employer must implement a 
safety monitoring system. 

9. In the event of all or other serious incident, the employer must investigate the circumstance of the 
incident to determine if the plan must be changed, and if so, must implement those changes to 
prevent similar falls or incidents. 

 
Training Requirements 
1. The Project Manager must assure that each employee has been trained, as necessary, by a 

“competent person” qualified in the following areas: 
a. The nature of fall hazards in the work area; 
b. The correct procedures for erecting, maintaining, disassembling, and inspecting the fall 

protection systems to be used; 
c. The use and operation of guardrail systems, personal fall arrest systems safety net systems, 

warning line systems, safety monitoring systems, controlled access zones, and other 
precautions employed at the jobsite; 

d. The role of each employee in the safety monitoring system, when used; 
e. The limitations on the use of mechanical equipment for roofing work on low-slope roofs: 
f. The correct procedures for handling and storage of equipment and materials and the erection 

of overhead protection; 
g. The role of employees in fall protection plans; and 
h. The standards contained in this subpart. 

2. Additionally, Bornor will verify compliance with the training requirements by preparing a written 
certification record containing: 

a. The identity of the employee trained; 
b. The date of the training; and 
c. The signature of the person who conducted the training. 

3. If the Bornor will rely on training conducted by a previous employer or completed prior to the effective 
date of this section, the certification record must indicate the date on which the employer determined 
that the prior training was adequate, The latest training certification must be kept on file. Retraining is 
required anytime the employer has reason to believe that the employee does not have the required 
understanding and skill. Such situations include, but are not limited to: 

a. Changes in the workplace that render previous training obsolete; 
b. Changes in the type of fall protection systems or equipment to be used; and 
c. Inadequacies in the employee’s understanding or use of fall protection. 
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PART III:  LADDER SAFETY 
 

When Subpart X Applies 
According to Par. 1926.1050, the requirements of Subpart X:P Stairways and Ladders apply to all 
stairways and ladders used in construction, except for those used on or with scaffolds, which is covered 
in Subpart L of the construction fall protection standard. 

 
Only those regulations pertaining to ladders commonly used in roofing work are summarized below. For 
the complete text of Subpart X, refer to page 61 of this manual. 

 

Subpart X General Requirements 
1. Section Par. 1926.1051 contains the following provisions: 

a. A ladder must be provided at personnel access points anytime there is a break in elevation of 
at least 19-inches. 

b. Ladders must be kept clear at both ends to permit free passage of employees. When work is 
taking place that blocks access to the ladder, a second ladder must be provided. 

c. A second or double-cleated ladder is required when 25 or more employees must use a single 
access point. 

 

Ladders-General 
1. Ladders must be capable of supporting the following loads without failing: 

a. For self-supporting ladders, at least four times the maximum intended load: 
b. For non self-supporting ladders, at least four times the maximum intended load: except 

for extra-heavy-duty type 1A metal or plastic ladder, which must be capable of supporting 
3.3 times the maximum intended load. 

c. For fixed ladders, at least two loads of 250-lbs. each, plus anticipated loads caused by 
ice, snow, wind, and rigging. 

2. Ladder rungs, cleats, and steps must be uniformly spaced when the ladder is in the open 
position. 

3. Ladder rungs, cleats, and steps: 
a. Must be spaced between 10- and 14-inches apart on portable ladders: 
b. Must be spaced between 8- and 12-inches apart on step-stools: 
c. Must be spaced between 8- and 18-inches apart on the base sections of extension trestle 

ladders, and between 6- and 12-inches on the extension section. 
4. For all portable ladders, the minimum distance between side rails is 11-1/2-inches. 
5. Rungs must be shaped so that employees’ feet will not slip off them. 
6. The rungs of metal ladders must be corrugated, knurled, dimpled, coated with skid-resistant 

material, or otherwise treated to minimize slipping. 
7. Ladders must not be tied or fastened together into longer sections unless specifically designed for 

that use. 
8. All Step-ladders must have a metal spreader or locking device to keep the legs locked open when 

in use. 
9. When splicing is required to obtain a give length of side rail, the spliced section must be as strong 

as an equivalent one-piece section. 
10. When two or more ladders are used to reach a work area, they must be offset with a platform or 

landing. 
11. Ladder components must be surfaced to prevent puncturing or lacerating employees or snagging 

their clothing. 
12. Wood ladders must be unpainted and may be labeled on one face only of a side rail. (Provisions 

(13) through (27) refer to fixed ladders. For compliance information concerning fixed ladders, 
refer to Par. 1926.1053 (a) (13)-(27) at the back of this manual.) 
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Ladders-Use 
1. Portable ladder side rails must extend at least 3-feet above the landing surface, or be secured to 

a rigged support and equipped with a grasping device. 
2. Ladders must be kept free of grease, oil, and other slipping hazards. 
3. Ladders must not be loaded beyond their capacity. 
4. Ladders must be used only for the purpose for which they were designed. 
5. Ladders must be set up at such an angle that the horizontal distance from the top support to the 

foot of the ladder is approximately one- quarter of the working length of the ladder. 
6. Ladders must be used only on stable and level surfaces unless secured to prevent accidental 

displacement. 
7. Ladders used on slippery surfaces must be equipped with slip-resistant feet and placed, lashed, 

or held to prevent displacement. 
8. Ladders positioned where they are subject to accidental displacement must be secured, or a 

barricade erected to keep activities or traffic away from the ladder. 
9. The area around the top and bottom of a ladder must be kept clear. 
10. The top of a non self-supporting ladder must be positioned with the two side rails equally 

supported. 
11. Ladders must not be moved, shifted, or extended while occupied. 
12. Ladders used where employees can contact live electricity must have non-conductive side rails. 
13. The top of a stepladder must not be used as a step. 
14. Cross-bracing on the rear of a step-ladder must not be used for climbing. 
15. Ladders must be inspected by a competent person at regular intervals and after any occurrence 

that could affect their safe use. 
16. Portable ladders with defects must be tagged immediately and removed from use. 
17. Fixed ladders with defects must be removed from use and either. 

a. Tagged “DO NOT USE”; 
b. Marked in a manner that readily identifies the ladder as defective; 
c. Blocked across several rungs. 

18. Ladder repairs must restore the ladder to a condition that meets the original criteria before it is 
returned to use. 

19. Single-rail ladders must not be used. 
20. When ascending or descending, employees must face the ladder. 
21. Employees must use at least one hand to grasp the ladder. 
22. Employees must not carry anything up or down the ladder that could cause them to lose balance 

and fall. 
 

Training 
Bornor will provide training for each employee using ladders and stairways, enabling the employee to 
recognize hazards related to stairways and ladders, and must train him in the procedures to be followed 
to minimize those hazards. 
1. Each employee must be trained by a competent person in the following areas, as applicable: 

a. The nature of fall hazards in the work area; 
b. The correct procedures for erecting, maintaining, and disassembling the fall protection system 

to be used; 
c. The proper construction, use, placement, and care in handling of all stairways and ladders; 
d. The maximum intended load capacities of ladders used; and, 
e. The standards contained in this subpart. 

2. Retraining shall be provided for each employee as necessary so that the employee maintains the 
understanding and knowledge required for compliance with this section. 
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POLICY: Bornor Restoration, Inc. provides portable fire extinguishers for employees to use to extinguish 
incipient fires. The extinguishers are mounted and located so that they are easily identified and readily 
accessible to employees without subjecting the employees to potential injury. 

 
Authority and Scope 
Authority: OSHA 29 CFR 1910.157 (Portable Fire Extinguishers). 
Scope: This Plan covers the placement, use, maintenance, and testing of portable fire extinguishers to 
extinguish incipient fires at the workplace. 

 
Plan Administration 
Table 1 provides the personnel and contact information for the administration of the fire extinguisher plan. 
Table 1 
Program Contact Information 

Function Name/Department Contact Information 
Safety Director BreAnne Regan Work phone: (517) 482-1625 
Office Manager Melanie Daman Work phone: (517) 482-1625 

 

Safety Director and Office Manager - The Administrators will: 
• Develop and revise, when necessary, the Fire Extinguisher Plan 
• Provide relevant training to personnel who are authorized to use fire extinguishers. 
• Develop and implement a fire extinguisher maintenance and update schedule 
• Take corrective action when needed 

Superintendent/Foremen: 
• Ensure that only authorized employees use fire extinguishers 

 
Plan Review and Update 
The Plan will be reviewed annually. It will be revised when: 

• New fire hazards are introduced to the workplace 
• The regulations change 
• Operations at the facility change that affect accessibility and use of fire extinguishers 
• Near misses or accidents demonstrate a failure of the Plan 

 
Definitions 
Incipient fire—a fire in its beginning stage that can be controlled or extinguished with a portable fire 
extinguisher without the need for protective clothing or breathing apparatus. 
Portable fire extinguisher—a manually operated, pressurized container that contains an agent that when 
discharged can extinguish an incipient fire. 
Portable Fire Extinguisher Use 
All employees will be trained and authorized to use portable fire extinguishers to fight incipient fires. 

 
Selection, Types and Locations of Portable Fire Extinguishers: 

 
Selection 
Portable fire extinguishers have been selected and distributed at the facility by Delau Fire and Safety on 
the basis of the types of anticipated workplace fires and on the size and degree of hazard that would 
affect their use. 
The mechanic contains the Fire Extinguisher Inventory that lists each portable fire extinguisher distributed 
in the facility, its type, and location. 
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Types and Ratings 
This facility maintains type A and type B - approved extinguishers for the following types of potential fires: 
Type A—ordinary combustibles such as wood, cloth, paper, rubber and many plastics 
Type B—flammable liquids, such as gasoline, oil, grease, tar, oil-based paint, lacquer, and flammable gas 

 
Locations 
Portable fire extinguishers are located in or in close proximity to all fire hazard areas. Following is the 
maximum employee travel distance to any extinguisher in the facility: 
Type A–75 feet from a hazard area 
Type B–50 feet from a hazard area 

 
Fire Extinguisher Operating Procedures 
Authorized and trained employees will implement the pull-aim-squeeze-sweep (PASS) system for 
extinguishing incipient fires. Each employee will determine whether he or she is capable of fighting a fire 
on a case-by-case basis. 
Following are the basic required conditions under which an employee may fight an incipient fire: 

 
• The fire is small and at its beginning stage 
• Heavy smoke is not present 
• An appropriate fire extinguisher is readily available 
• There is an unblocked exit immediately available for evacuation 

 
One or more employees are authorized to use the nearest appropriate extinguisher(s), move to a position 
upwind of the fire if the air is moving, and operate the extinguisher following the PASS procedure: 

 
1. P—Pull the pin located in the extinguisher’s handle. 
2. A—Aim the nozzle at the base of the fire. 
3. S—Squeeze the lever or handle. 
4. S—Sweep from side to side at the base of the fire until the fire is out or the canister is empty. 

 

Safety Precautions 
Employees will evaluate the risks of fighting an incipient fire before attempting to extinguish it. 
Escape if the fire grows. If employees elect to put out a fire and it grows too large to control, they will 
immediately escape through the nearest exit, and close—but NEVER LOCK—the door behind them if 
possible. 
Keep away from hazardous substances. When hazardous substances are involved, smoke and gases 
released from a fire can be toxic, so employees should never attempt to put out a fire if they have any 
doubts about their own safety and health. If they have any doubts, employees will evacuate the area and 
wait for emergency responders who have the proper equipment and are trained in fire-fighting 
procedures. 
Inspection, Maintenance, and Testing 
All portable fire extinguishers will be maintained in a fully charged and operable condition and kept in their 
designated places at all times except during use. 
Inspection and Maintenance 
Bornor Restoration, Inc. employees will visually inspect all portable fire extinguishers when they are 
brought to a job site according to the following guidelines: 

 
• Extinguishers must be located in their designated location, secured properly and the proper type 

for the hazard area. 
• Access to extinguishers is not obstructed. 
• Extinguishers are examined for obvious physical damage, corrosion, leakage, or clogged nozzles. 
• Legible operating instructions are on the extinguisher nameplate facing outward. 
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• Seals and tamper indicators are not broken or missing. 
• Pressure-gauge readings or indicators are in the operable ranges. 
• Inspection tags must be initialed and dated 

 
Bornor Restoration, Inc. will conduct a maintenance check at least annually according to the following 
guidelines: 

 
• Conduct all monthly inspection checks. 
• Inspect the hose and nozzle for cracks, blockages, or other damage. 
• Inspect the extinguisher shell for corrosion, dents, or other damage. 
• Weigh carbon dioxide extinguishers to ensure no weight deviation greater than 10%. 

Corrective Actions: 
Defective extinguishers will be removed, marked or tagged with information about the defect, and placed 
in a designated location until repair and/or recharging is performed. 
The inspector will replace extinguishers when they are removed from service for maintenance and 
recharging. 
Recordkeeping: 
Bornor Restoration, Inc. will retain a record of the annual inspection and maintenance date for each 
extinguisher for at least one year after the last entry or the life of the extinguisher shell, whichever is less. 
Records of inspections and maintenance procedures performed under contract by outside vendors must 
be submitted to Bornor Restoration, Inc. at the end of each contract year. 
Hydrostatic Testing: 
All portable fire extinguishers will be hydrostatically tested at regular intervals and whenever they show 
evidence of corrosion or mechanical damage. 
Bornor Restoration, Inc. will ensure that portable extinguishers are hydrostatically tested at the intervals 
required except when: 

• The unit has been repaired by soldering, welding, brazing, or use of patching compounds 
• The cylinder or shell threads are damaged 
• There is corrosion that has caused pitting, including corrosion under removable name plate 

assemblies 
• The extinguisher has been burned in a fire 
• A calcium chloride extinguishing agent has been used in a stainless steel shell 

 
Extinguishers subject to the exceptions described above will be tested or replaced immediately upon 
discovery of damage. 
An internal examination of cylinders and shells will be made prior to the hydrostatic tests. 

 
Extinguisher hose assemblies; Hydrostatic tests will be performed on extinguisher hose assemblies 
which are equipped with a shut-off nozzle at the discharge end of the hose. The test interval will be the 
same as specified for the extinguisher on which the hose is installed. 
Recordkeeping: 
Bornor Restoration, Inc. will retain a certified record of hydrostatic testing for each portable extinguisher 
according to the time intervals listed as required. Each record will include the date of the test, the 
signature of the person who performed the test, and the serial number, or other identifier, of the fire 
extinguisher that was tested. Such records will be kept until the extinguisher is hydrostatically retested at 
the specified time interval, or until the extinguisher is taken out of service, whichever comes first. 
Bornor Restoration, Inc. will provide employees authorized to use portable fire extinguishers with an 
educational program upon initial employment and annually thereafter to familiarize them with the general 
principles of fire extinguisher use and the hazards involved with incipient stage fire fighting. 
Employees who have been designated to use firefighting equipment as part of an emergency action plan 
will be trained in the use of the appropriate equipment. 
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POLICY: Superintendent/Foremen using powered industrial trucks must ensure that employees 
comply with all aspects of this safety program. All Bornor Restoration, Inc. employees must successfully 
complete this training program, and receive certification prior to the operation of any powered  industrial 
truck. Contractors operating powered industrial trucks on Bornor Restoration, Inc. projects are expected 
to meet or exceed the requirements found in this program, and comply with all  applicable             
statues and regulations governing the use of powered industrial trucks. 

 
REQUIREMENTS: 

• OSHA Standard 29CFR 1910.178 (Powered Industrial Trucks) 
• ANSI/ISTDF B56.1 – 2009 (Safety Standard for Low Lift and High Lift Trucks) 
• Valid driver’s license and a good driving record 

PURPOSE: This program has been developed to reduce the risk of physical injury or property damage 
in areas where powered industrial trucks are in operation. It also brings the Bornor Restoration, Inc. 
into compliance with federal, state, and local law. 

 
SCOPE: This program applies to the operation of all powered industrial trucks, forklifts, tractors, platform 
lift trucks, motorized hand trucks, and other specialized industrial trucks powered by electric motors or 
internal combustion engines by Bornor Restoration, Inc. employees and contractors,  engaged in Bornor 
Restoration, Inc. projects. 

 
Forklift Procedures: 

Pre-Use Inspection 
• Prior to the operation of any powered industrial truck the Pre-Use Inspection Checklist must 

be completed. This applies at the beginning of every work period, and whenever a new 
equipment operator takes control of the powered industrial truck. 

• Any safety defects (such as hydraulic fluid leaks; defective brakes, steering, lights, or horn; 
and/or missing fire extinguisher, lights, seat belt, or back-up alarm) must be reported for 
immediate repair. They must also be locked and tagged, and taken out of service. 

 
Operation 
• Operators must wear seat belts at all times. 
• Operators must sound the horn and use extreme caution when meeting pedestrians making 

turns, and cornering. 
• Passengers are not allowed to ride on an industrial truck, unless the truck has an extra seat 

that allows the passenger to buckle-up while riding. 
• Arms or legs may not be placed between the uprights of the mast or outside the running 

lines of the truck. 
• Persons are not allowed to stand or pass under any elevated portion of a truck. 
• Travel-ways must be maintained free from obstructions, aisles must be marked, and wide 

enough (six-foot minimum) for vehicle operation. 
• Maintain sufficient headroom under overhead installations such as: lights, pipes, sprinkler 

systems, etc. 
• An overhead guard must be used as protection against falling objects. 
• Lift capacity must be marked on all powered industrial trucks. Operators must assure the 

load does not exceed rated weight limits. 
• When a powered industrial truck is left unattended (more than 25ft. away or out of sight), 
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load engaging means must be fully lowered, controls neutralized, power shut off, and brakes 
set. Wheels must be blocked (chocked) if the truck is parked on an incline. 

• All modifications must be approved by the manufacturer, and new rated load capacities 
determined and posted on the truck. Written approval is required. 

• Operator must report all accidents, regardless of fault and severity to their 
Superintendent/Foreman. 

 
Loading/Unloading 
• Only handle loads within the rated capacity of the truck. 
• Loads should be safely arranged, stable, and centered – always use caution when 

handling loads. Adjust long or high (including multiple-tiered) loads that may affect 
capacity. 

• Ensure the wheel chocks are in place before loading or unloading starts. 
• Trucks equipped with attachments must be operated as partially loaded trucks even 

when not handling a load. 
• A load engaging means must be placed under the load as far as possible. The mast 

must be carefully tilted backward to stabilize the load. 
• Use extreme care when tilting the load forward or backward, particularly when high tiered. 

Tilting forward with load engaging means elevated is prohibited except to pick up a     
load. An elevated load may not be tilted forward except when the load is in a deposit 
position. When stacking or being tiered, use only enough backward tilt to stabilize the 
load. 

 
Traveling 
• The driver must slow down and sound the horn at cross aisles and other 

locations where vision is obstructed. 
• If the load being carried obstructs forward view, the driver must travel with the load 

trailing. 
• Loads must be tilted back and carried no more than four inches above the ground. 
• The driver must look in the direction of and keep a clear view of the path of travel. 
• Grades must be ascended and descended slowly. Position the load uphill relative 

to the operator when ascending or descending grades. 
• Stunt driving and horseplay are prohibited. 
• While negotiating turns, reduce speed and turn the hand steering wheel in a smooth, 

sweeping motion. 
 

Fueling 
• Fuel tanks may not be filled while the engine is running. Avoid spillage. 
• Spillage of oil or fuel must be absorbed using oil dry or vermiculite, the affected area 

carefully washed, and the fuel tank cap replaced before restarting engine. 
• Any spill clean-up debris must be disposed of following Environmental Quality 

guidelines for proper disposal. 
• No truck can be operated with a leak in the fuel system. 
• Open flames are not to be used when checking electrolyte levels in storage batteries, 

or gasoline levels in fuel tanks. 
 

Changing and Charging Batteries 
• Battery charging installations must be located in areas designated for that purpose 
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• Facilities must provided for: flushing and neutralizing spilled electrolyte, fire protection, 
protection of charging apparatus from damage by trucks, adequate ventilation for 
dispersal of fumes from gassing batteries. 

• Precautions must be taken to prevent open flames, sparks, or electric arcs in battery 
charging areas. 

• Employees charging and changing batteries shall be authorized to do the work, trained in 
the proper handling, and required to wear protective clothing, including face shields, long 
sleeves, rubber boots, aprons, and gloves. 

 
Maintenance 
• Any power-operated industrial truck not in safe operating condition must be removed 

from service. Authorized personnel must make all repairs. 
• Repairs to the fuel and ignition systems of industrial trucks that involve fire hazards 

must be conducted only in locations designated for such repairs. 
• Trucks in need of repairs to the electrical system must have the battery 

disconnected before such repairs. 
• Only use replacement parts that are currently recommended by the 

manufacturer. 
 

Responsibilities: 
Utilizing Powered Industrial Trucks 
• Must implement and administer the Powered Industrial Truck program. 
• Review the Powered Industrial Truck program annually for compliance and 

effectiveness. 
• Verify that all employees who operate or work near powered industrial trucks are 

properly trained. 
• Maintain written records of operator training on each model of a Powered Industrial 

Truck and the name of the trainer. 
• Maintain written records of the frequent and annual inspections performed by the 

Powered Industrial Truck owner, including the date any problems found, the date when 
fixed, and the name of the person performing the repairs. 

• Maintain written records of the name and purchaser of each Powered Industrial Truck. 
• Make recommendations for revisions if necessary. 
• Establish expected operating conditions for forklift and send to Safety Director to review prior 

to operation 
 

Superintendent 
• Coordinate employee training, and certify that all operators receive refresher training every 

three years. 
• Ensure that only trained and qualified individuals use powered industrial trucks. 
• Verify employee compliance with the principles and practices outlined in the Forklift 

Safety Program. 
• Provide specific operational training for each powered industrial truck in their 

department. 
• Observe the operation of powered industrial trucks in your department, and correct 

unsafe practices. 
• Remove license of operator who is involved in a PIT incident until refresher training 

is completed. 
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Operators 
• Complete the Forklift Safety Program. 
• Complete the Daily Pre-Use Inspection Checklist before operating any powered industrial 

truck. 
• Attend refresher training every three years. 
• Observe the operation of powered industrial trucks in your department, and report 

unsafe practices to your Superintendent/Foreman. 
 

Safety Director 
• Annually review and update the Forklift Safety Program as necessary. 
• Provide orientation and initial training as requested by Bornor Restoration, Inc. 

Superintendent/Foremen and/or contractors. 
• Provide the general safety training requirements for program. 
• Monitor the effectiveness of program by receipt of copies of inspection 

checklists. 
• Evaluate designated areas for forklift use. 
• Define appropriate eyewash facilities for battery changing/charging areas. 
• Observe the operation of powered industrial trucks, and report unsafe practices to the 

appropriate Superintendent/Foreman. 
 

Training Requirements: 
Employees who are authorized to operate powered industrial trucks must receive training prior to 
engaging in their duties, and at least every three (3) years thereafter. The training is to  ensure that the 
Forklift Safety Program is understood. The Superintendent/Foreman will also ensure that authorized 
powered industrial truck operators have acquired the necessary practical skills  required for safe 
operation. Training is offered by the Safety Department, and authorized Superintendent/Foremen 
trainers. 
Trainers will be selected by the Superintendent and approved by the Safety Director. Trainers must be 
experienced operators who have the  knowledge, training, and skills necessary to evaluate the 
competence of trainees. Operational training will consist of a combination of general safety instruction, 
practical/operational training  (demonstrations performed by the trainer, and practical exercises 
performed by the trainee),  and evaluation of the operator's performance in the workplace. All 
operational training must be  conducted under close supervision. 

 
Initial Training 

• Receive instruction on the intended purpose and function of each control. 
• Prior to operating any Powered Industrial Truck the trainee will read and understand 

the manufacturer's operating instruction(s) and user's safety rules, or receive 
training by a qualified person on the contents of the manufacturer's  operating 
instruction(s) and users safety rules. 

• Be informed of the Powered Industrial Truck operating limitations and 
restrictions as defined by the manufacturer. 

• Understand by reading or having a qualified person explain all decals, warnings, and 
instructions displayed on the Powered Industrial Truck. 

• During operational training, trainees may operate a powered industrial truck only 
under the direct supervision of authorized trainers, and where such operation 
does not endanger the trainee or other employees. 

• All training and evaluation must be completed before an operator is permitted to use 
a powered industrial truck without continual and close supervision. 
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Refresher Training 
• To be conducted every three years. 
• To be conducted after an incident along with the removal of 

operator license 
• Along with removal of operator license. 
• Training to include; 

• Review of the Pre-Use Forklift Inspection & 
Maintenance Record 

• Review of Section – Procedures. 
• Updated information on new equipment. 
• Review of Bornor Restoration, Inc. written program. 

 
Training Records 

• Each department must maintain a record of all individual training, including: 
o Subject of training. 
o Date of training. 
o Name of individual trained. 
o Name of person providing the training. 
o Training records must be maintained by the department for a 

minimum of 3 years. 
o Any refresher training conducted. 

Program Evaluation: 
• The forklift program shall be evaluated on an annual basis utilizing the protocols set 

forth by the Safety Department. The evaluation team will consist of a department 
representative and a designee from the Safety Department. The Safety Director will 
define the scope of the evaluation.  The final report will be developed by the 
department representative and Safety  utilizing the information received during the 
evaluation. The deficiencies  determined in the report will be documented and 
corrective action plans will be  developed. 
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POLICY: These guidelines aim to provide a tool for waste management planning and to promote the 
development of more coherent and appropriate planning throughout Bornor Restoration, Inc. When 
implementing waste management planning it is the responsibility of each individual to follow Bornor 
Restoration, Inc. policies and procedures. 

 
Waste management plans have a key role to play in achieving sustainable waste management. Their 
purpose is to give an outline of waste streams and treatment options. More specifically, they aim to 
provide a planning framework for the following: Referencing OSHA Regulations Standards - 29 CFR - 
1910.120 

1. Bornor Restoration, Inc. shall estimate the waste that will be generated prior to work being 
performed so that the need for containers and waste removal shall be determined. Trash and 
scrap materials will be considered waste. 

 
2. Waste materials shall be properly stored and handled to minimize the potential for a spill or 

impact to the environment. 
 

3. Bornor Restoration Inc. will properly segregate waste materials to ensure opportunities for reuse 
or recycling. 

 
4. All Bornor Restoration Inc. employees will be instructed on the proper disposal method for waste. 

This will include general instruction on disposal of non-hazardous waste, trash, and scrap 
materials. If wastes generated are classified as hazardous, employees will be trained to ensure 
proper disposal. This training will be conducted at the beginning of each shift by the 
Superintendent/Foreman. 

Waste management planning is continuously reviewed and revised at Bornor Restoration, Inc. to match 
increasing complexity of waste issues and sustainability standards. The solution; too many waste 
management problems require the involvement of several participants/authorities and coherent planning 
to help avoid the unnecessary duplication effort and thus benefits all participants to work together. 
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POLICY: The purpose of the Bornor Restoration, Inc. policy is to protect employees from hazards 
associated with the use of hand held tools and hand held power tools, and to ensure compliance. 
See OSHA Publication 3080. 

 
Employer Responsibilities 
Bornor Restoration, Inc. is responsible for the safe condition of all hand tools and equipment including 
those furnished by employees. If electric power operated tools are provided they must be double 
insulated, grounded or used with ground fault circuit interrupters. 

 
Employee Responsibilities 
The employees may only use hand tools that are in safe working order. It is the responsibility of the 
employee to inspect hand tools prior to use to look for: 

 
• cracked handles 
• loose heads 
• mushroomed heads on wedges, chisels, or similar tools 
• broken screw driver tips 
• any other damage to hand tool that would make it unsafe for use 

 
The employee must remove any damaged hand tool from service until it can be fixed, or dispose of the 
tool permanently. When using electric power operated tools, the employee must ensure the tools are 
double insulated, grounded or used with ground fault circuit interrupters. He/She must wear appropriate 
safety glasses and face shields while using hand tools or equipment that might produce flying materials 
or be subject to breakage. Guards shall be in place and operable at all times when the tool is in use. 
Employees must use Personal Protective Equipment when hand and power tools are in use and the 
employee is exposed the following hazards: 

 
• Falling 
• Abrasive 
• Splashing 
• Flying 
• Dust 
• Vapors 
• Gases 
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One of the "root causes" of workplace injuries, illnesses, and incidents is the failure to identify or recognize 
hazards that are present, or that could have been anticipated. A critical element of any effective         
safety and health program is a proactive, ongoing process to identify and assess such hazards. 
To identify and assess hazards, employers and workers: 

 
 Collect and review information about the hazards present or likely to be present in the workplace. 
 Conduct initial and periodic workplace inspections of the workplace to identify new or recurring 

hazards. 
 Investigate injuries, illnesses, incidents, and close calls/near misses to determine the underlying 

hazards, their causes, and safety and health program shortcomings. 
 Group similar incidents and identify trends in injuries, illnesses, and hazards reported. 
 Consider hazards associated with emergency or non-routine situations. 
 Determine the severity and likelihood of incidents that could result for each hazard identified, and 

use this information to prioritize corrective actions. 
 

Some hazards, such as housekeeping and tripping hazards can and should be fixed as they are found. 
Fixing hazards on the spot emphasizes the importance of safety and health and takes advantage of a 
safety leadership opportunity. Learn about fixing hazards identified using the processes described here. 

 
Action item 1: Collect existing information about workplace hazards 
Action item 2: Inspect the workplace for safety hazards 
Action item 3: Identify health hazards 
Action item 4: Conduct incident investigations 
Action item 5: Identify hazards associated with emergency and non-routine situations 
Action item 6: Characterize the nature of identified hazards, identify interim control measures, and 
prioritize the hazards for control 

 
Action item 1: Collect existing information about workplace hazards 
Information on workplace hazards may already be available to employers and workers, from both internal 
and external sources. 

 
How to accomplish it 
Collect, organize, and review information with workers to determine what types of hazards may be 
present and which workers may be exposed or potentially exposed. Information available in the 
workplace may include: 
 Equipment and machinery operating manuals. 
 Safety Data Sheets (SDS) provided by chemical manufacturers. 
 Self-inspection reports and inspection reports from insurance carriers, government agencies, and 

consultants. 
 Records of previous injuries and illnesses, such as OSHA 300 and 301 logs and reports of incident 

investigations. 
 Workers' compensation records and reports. 
 Patterns of frequently-occurring injuries and illnesses. 
 Exposure monitoring results, industrial hygiene assessments, and medical records (appropriately 

redacted to ensure patient/worker privacy). 
 Existing safety and health programs (lockout/tagout, confined spaces, process safety 

management, personal protective equipment, etc.). 
 Input from workers, including surveys or minutes from safety and health committee meetings. 
 Results of job hazard analyses, also known as job safety analyses. 

https://www.osha.gov/shpguidelines/hazard-Identification.html#ai1
https://www.osha.gov/shpguidelines/hazard-Identification.html#ai2
https://www.osha.gov/shpguidelines/hazard-Identification.html#ai3
https://www.osha.gov/shpguidelines/hazard-Identification.html#ai4
https://www.osha.gov/shpguidelines/hazard-Identification.html#ai5
https://www.osha.gov/shpguidelines/hazard-Identification.html#ai6
https://www.osha.gov/shpguidelines/hazard-Identification.html#ai6
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Information about hazards may be available from outside sources, such as: 
 

 OSHA, National Institute for Occupational Safety and Health (NIOSH), and Centers for Disease 
Control and Prevention (CDC) websites, publications, and alerts. 

 Trade associations. 
 Labor unions, state and local occupational safety and health committees/coalitions ("COSH 

groups"), and worker advocacy groups. 
 Safety and health consultants. 

 
Action item 2: Inspect the workplace for safety hazards 
Hazards can be introduced over time as workstations and processes change, equipment or tools become 
worn, maintenance is neglected, or housekeeping practices decline. Setting aside time to regularly 
inspect the workplace for hazards can help identify shortcomings so that they can be addressed before an 
incident occurs. 

 
How to accomplish it 
 Conduct regular inspections of all operations, equipment, work areas and facilities. Have workers 

participate on the inspection team and talk to them about hazards that they see or report. 
 Be sure to document inspections so you can later verify that hazardous conditions are corrected. 

Take photos or video of problem areas to facilitate later discussion and brainstorming about how to 
control them, and for use as learning aids. 

 Include all areas and activities in these inspections, such as storage and warehousing, facility and 
equipment maintenance, purchasing and office functions, and the activities of on-site contractors, 
subcontractors, and temporary employees. 

 Regularly inspect both plant vehicles (e.g., forklifts, powered industrial trucks) and transportation 
vehicles (e.g., cars, trucks). 

 Use checklists that highlight things to look for. Typical hazards fall into several major categories, 
such as those listed below; each workplace will have its own list: 

 
o General housekeeping 
o Slip, trip, and fall hazards 
o Electrical hazards 
o Equipment operation 
o Equipment maintenance 
o Fire protection 
o Work organization and process flow (including staffing and scheduling) 
o Work practices 
o Workplace violence 
o Ergonomic problems 
o Lack of emergency procedures 

 
 Before changing operations, workstations, or workflow; making major organizational changes; or 

introducing new equipment, materials, or processes, seek the input of workers and evaluate the 
planned changes for potential hazards and related risks. 

 
Note: Many hazards can be identified using common knowledge and available tools. For example, you 
can easily identify and correct hazards associated with broken stair rails and frayed electrical cords. 
Workers can be a very useful internal resource, especially if they are trained in how to identify and assess 
risks. 

 
Action item 3: Identify health hazards 
Identifying workers' exposure to health hazards is typically more complex than identifying physical safety 
hazards. For example, gases and vapors may be invisible, often have no odor, and may not have an 
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immediately noticeable harmful health effect. Health hazards include chemical hazards (solvents, 
adhesives, paints, toxic dusts, etc.), physical hazards (noise, radiation, heat, etc.), biological hazards 
(infectious diseases), and ergonomic risk factors (heavy lifting, repetitive motions, vibration). Reviewing 
workers' medical records (appropriately redacted to ensure patient/worker privacy) can be useful in 
identifying health hazards associated with workplace exposures. 

 
How to accomplish it 
 Identify chemical hazards –review SDS and product labels to identify chemicals in your workplace 

that have low exposure limits, are highly volatile, or are used in large quantities or in unventilated 
spaces. Identify activities that may result in skin exposure to chemicals. 

 Identify physical hazards –identify any exposures to excessive noise (areas where you must raise 
your voice to be heard by others), elevated heat (indoor and outdoor), or sources of radiation 
(radioactive materials, X-rays, or radiofrequency radiation). 

 Identify biological hazards –determine whether workers may be exposed to sources of infectious 
diseases, molds, toxic or poisonous plants, or animal materials (fur or scat) capable of causing 
allergic reactions or occupational asthma. 

 Identify ergonomic risk factors –examine work activities that require heavy lifting, work above 
shoulder height, repetitive motions, or tasks with significant vibration. 

 Conduct quantitative exposure assessments –when possible, using air sampling or direct reading 
instruments. 

 Review medical records –to identify cases of musculoskeletal injuries, skin irritation or dermatitis, 
hearing loss, or lung disease that may be related to workplace exposures. 

 
Action item 4: Conduct incident investigations 
Workplace incidents –including injuries, illnesses, close calls/near misses, and reports of other concerns– 
provide a clear indication of where hazards exist. By thoroughly investigating incidents and reports, you 
will identify hazards that are likely to cause future harm. The purpose of an investigation must always be 
to identify the root causes (and there is often more than one) of the incident or concern, in order to prevent 
future occurrences. 

 
How to accomplish it 
 Develop a clear plan and procedure for conducting incident investigations, so that an investigation 

can begin immediately when an incident occurs. The plan should cover items such as: 
o Who will be involved 
o Lines of communication 
o Materials, equipment, and supplies needed 
o Reporting forms and templates 

 Train investigative teams on incident investigation techniques, emphasizing objectivity and open- 
mindedness throughout the investigation process. 

 Conduct investigations with a trained team that includes representatives of both management and 
workers. 

 Investigate close calls/near misses. 
 Identify and analyze root causes to address underlying program shortcomings that allowed the 

incidents to happen. 
 Communicate the results of the investigation to managers, Superintendents, and workers to 

prevent recurrence. 
 

Effective incident investigations do not stop at identifying a single factor that triggered an incident. They 
ask the questions "Why?" and "What led to the failure?" For example, if a piece of equipment fails, a good 
investigation asks: "Why did it fail?" "Was it maintained properly?" "Was it beyond its service life?" and 
"How could this failure have been prevented?" Similarly, a good incident investigation does not stop when 
it concludes that a worker made an error. It asks such questions as: "Was the worker provided with 
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appropriate tools and time to do the work?" "Was the worker adequately trained?" and "Was the worker 
properly supervised?" 

 
Action item 5: Identify hazards associated with emergency and non-routine situations 
Emergencies present hazards that need to be recognized and understood. Non-routine or infrequent 
tasks, including maintenance and startup/shutdown activities, also present potential hazards. Plans and 
procedures need to be developed for responding appropriately and safely to hazards associated with 
foreseeable emergency scenarios and non-routine situations. 

 
How to accomplish it 
 Identify foreseeable emergency scenarios and non-routine tasks, taking into account the types of 

material and equipment in use and the location within the facility. Scenarios such as the following 
may be foreseeable: 

o Fires and explosions 
o Chemical releases 
o Hazardous material spills 
o Startups after planned or unplanned equipment shutdowns 
o Non-routine tasks, such as infrequently performed maintenance activities 
o Structural collapse 
o Disease outbreaks 
o Weather emergencies and natural disasters 
o Medical emergencies 
o Workplace violence 

 
Action item 6: Characterize the nature of identified hazards, identify interim control measures, and 
prioritize the hazards for control 
The next step is to assess and understand the hazards identified and the types of incidents that could 
result from worker exposure to those hazards. This information can be used to develop interim controls 
and to prioritize hazards for permanent control. 

 
How to accomplish it 
 Evaluate each hazard by considering the severity of potential outcomes, the likelihood that an 

event or exposure will occur, and the number of workers who might be exposed. 
 Use interim control measures to protect workers until more permanent solutions can be 

implemented. 
 Prioritize the hazards so that those presenting the greatest risk are addressed first. Note, however, 

that employers have an ongoing obligation to control all serious recognized hazards and to protect 
workers. 

https://www.osha.gov/shpguidelines/hazard-prevention.html
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POLICY: It is the policy of Bornor Restoration, Inc., to implement a systematic process for the 
identification and control of hazards. Bornor Restoration, Inc. employees will be trained in risk 
assessment and hazard identification annually. 
RESPONSIBILITES: Superintendent/Foremen must complete a documented Risk/Hazard Assessment 
prior to the commencement of work on site and on a weekly basis thereafter or whenever conditions on 
the work site change. 
Keep note that conditions on the work site may change on a daily basis. 
Corrective Actions must be developed and implemented. All hazards will be communicated to all affected 
employees. 
Conducting a Hazard-Risk Assessment 
1. Assemble the employees and contractors that will be involved. 
2. Discuss possible hazards with employees and contractors. 
3. Tour the entire operation. 
4. Look for possible hazards originating from environment, material, equipment, and people. 
5. Mark on the checklist all items that need attention. 
6. Review the findings with Superintendent/Foremen and employees. Solicit their input for control 

measures. 
7. The hazards identified should now be ranked according to probability and severity. 

 
 
 
 
Severity 
(impact) 

3=High Risk: unacceptable level, immediate action required. 
2=Medium Risk: Risk controls are required. 
1=Low Risk: Acceptable risk (controls may still be required) 

 
 

 
Probability  

8. Take corrective actions and make recommendations for the control of hazards (i.e. Safe Work 
Practices and Safe Job Procedures, Rules, Administrative and Engineering Controls, and Personal 
Protective Equipment, etc.) 

Strategies for Controlling Hazards 
Now that you have conducted a Hazard Assessment, found hazards, and decided to correct them, you 
must eliminate the hazards or install hazard control measures. 
Recognizing and evaluating the risks associated with hazards in the workplace are the first steps in 
Hazard Control. Actions or methods for controlling these potential hazards must be developed and 
implemented to eliminate the risks. This is the critical step in Hazard Control. 
There are a number of options available to personnel in order to control risk. These options include the 
following; 
Hierarchy of Controls: 

a) Elimination 
b) Substitution 
c) Engineering Controls 
d) Administrative Controls 
e) Personal Protective Equipment 

9. Monitor and follow up to ensure corrective action has been taken. 

H 2 3 3 

M 2 2 3 

L 1 1 2 

 L M H 
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POLICY: Established to meet the requirements of the Hazard Communication Standard of the 
State of Michigan and the Federal Hazard Communication Standards (HCS, 29 CFR 1910-1200). 
The purpose of this program and standard is to ensure that employees are made aware of the 
hazards of chemicals found in their work environment. This information is to be transmitted by 
means of a written Hazard Communication Program (HCP), container labeling, and other forms of 
warning, (Material) Safety Data Sheets - MSDS, and employee education and training programs. A 
copy of this written program will be available in the business office and all job sites for review by any 
interested employee. 

 
A survey has been conducted to identify all known hazardous chemicals used by employees here 
at Bornor Restoration, Inc. (Company). A list of these chemicals and the department in which they 
are used as well as copies of the MSDS for each are available for employees’ review in the 
business office. 

 
MATERIAL SAFETY DATA SHEETS MSDS 
The Safety Director and designated Superintendent/Foreman will be responsible for obtaining and 
maintaining the MSDS system for the Company. 
This individual will review incoming MSDS for new and significant health and safety information. 
That person will see that any new information is passed on to the affected employees. 
We will rely in “good faith” on the hazard determination performed by the manufacturer when the MSDS 
meets the above requirements. 
Should the MSDS prove to be deficient, we shall inform the product manufacturer of the deficiency and 
attempt to secure an updated MSDS that meets the requirements of the HCS. 
In the interim, we will rely on the information as provided by the manufacturer of products already in 
stock. 

 
Evaluation of MSDS - Hazard Determination 

1) No product shall be purchased, or otherwise brought on-site, unless an MSDS has been 
received, reviewed, and approved for said product. 

2) Company Supervision will review incoming MSDS to determine if a particular product will 
pose physical and/or health hazards to our employees. 

3) Each MSDS will be evaluated to assure that it contains the information specified in the HCS. 
 

Unacceptable MSDS 
1) Should a deficient MSDS be found during the evaluation process, a copy of the MSDS will 

be returned to the product’s manufacturer. 
2) We shall continue to use the currently inventoried product while awaiting a reply to the 

refection letter. 
3) In the interim, we will rely on the information provided on the rejected MSDS. 
4) If a satisfactory reply is not received, we will cease using the product and dispose of all 

existing stock according to local, state and federal waste disposal laws. 
5) We will not approve any new products for purchase and use until a satisfactory MSDS has 

been obtained. 
 

Updating MSDS 
1) As updated MSDS are received from suppliers, they will be evaluated as explained above 

for their overall acceptability. 
2) If the MSDS received are updated from the sheet in our files, or if it is a new sheet, copies 

are made and placed in the MSDS boxes in the office. 
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3) Foremen are to exchange their MSDS boxes for an updated box at the beginning of each 
month. 

4) All updated MSDS received will be disseminated as explained above. 
 

Receipt of Product without Approved MSDS 
1) An Updated set of approved MSDS will be maintained in the office for the purpose of 

checking labels and the existence of MSDS. 
2) If there is not approved MSDS for on arriving shipment of products, it will be assumed that 

no MSDS has been received and/or approved and delivery of the shipment will be refused. 
 

CONTAINER LABELING 
1. The warehouse will verify that all containers received for use: 

Are clearly labeled as to their contents; 
Note the appropriate hazard warning; and 
List the name and address of the manufacturer. 
The Foreman on each job site will ensure that all secondary containers are labeled with either an 
extra copy of the original manufacturer’s label, or a generic label noting chemical identity and 
appropriate hazard warnings. 
For help with labeling in-plant containers, please contact the warehouse. 
Stationary process containers will use signs, placards, process sheets, batch tickets, operating 
procedures, or other written materials in place of labels as long as the chemical content is identified 
and appropriate hazard noted. 
In their cases, copies of the original label, or MSDS will be immediately available to employees 
throughout the work shift, either by being posted or maintained by the area Superintendent/Foreman. 
The safety officer will review the Company labeling system annually and update as needed. 
All portable on-site containers, as identified by the HCS, will be labeled with the chemical’s identify 
and hazard warning. 

 
CONTRACTOR OWNED PRODUCTS 
1. Before beginning work, each contractor shall provide Company Supervision with MSDS and a list of 

all products that will be used by the contractor’s employees, or manufactured by the contractor’s 
employees at our site. 

2. The list of products and MSDS will be evaluated by Company Supervision to determine if they pose 
any new or significant risks to our employees. 

3. We reserve the right to refuse to let a contractor use or manufacture a specific product if it poses an 
excess risk or would necessitate additional training of our employees. 

4. All contractors will be required to verify the labels on all containers of contractor owned products they 
bring into our work place to assure that they are labeled in accordance with the requirements of the 
HCS. 

5. Company Supervision will periodically check labels on contractor owned products to assure that the 
contractor is adequately performing their labeling function. 

 
EMPLOYEE TRAINING AND EDUCATION 
1. The Safety Director is responsible for the employee-training program. 
2. That person will ensure that all elements specified below are carried out. 
3. Prior to starting work, each new employee of the Company will attend a health and safety orientation 

and will receive information and training on the following: 
• An overview of the requirements contained in the Hazard Communication Standard. 
• Chemicals present in their work-place operations. 
• Location and availability of our written Hazard Communication Program 
• Physical and health effects of the hazardous chemicals. 
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• Methods and observation techniques used to determine the presence or release of hazardous 
chemicals in the work area. 

• How to lessen or prevent exposure to their hazardous chemicals through usage of control and 
work practices, personal protective equipment, and good personal hygiene practices. 

• Steps the Company has taken to lessen or prevent exposure to their chemicals, or if there is a 
chemical spill. 

• How to read labels, and review MSDS to obtain appropriate hazard information. 
• Location of MSDS file and location of hazardous materials. 
• Prior to a new chemical hazard being introduced into any division of this Company, each 

employee of that department will be given information as outlined above. 
• The Safety Department is responsible for ensuring that MSDS on the new chemical is available. 

 
HAZARDOUS NON-ROUTINE TASKS 
1. Periodically, employees are required to perform hazardous non-routine tasks. 
2. Prior to starting work on such projects each affected employee will be given information by their 

Superintendent/Foreman about hazardous chemicals to which they may be exposed during such 
activity. 

3. This information will include the following: 
• Specific chemical hazards. 
• Protective/safety measures the employee will take to prevent overexposures. 
• Measures the Company has taken to lessen the hazards including ventilation, respirators, 

presence of another employee. 
 

INFORMING CONTRACTORS 
1. It is the responsibility of Field Supervision to provide contractors (with employees) the following. 

• Hazardous chemicals to which they may be exposed while on the job site. 
• Precautions the employees may take to lessen the possibility of exposure by usage of 

appropriate protective measures. 
The Foremen will be responsible for contacting each contractor before work is started in the Company 
to gather and disseminate any information concerning chemical hazards that the contractor                
is bringing to our workplace. 

 
INFORMING OF HAZARDS 
1. Company Supervision will inform all on-site contractors of the hazards their employees may face 

while performing work at our site. 
2. The contractor will be provided with copies of the MSDS for the products his/her employees may be 

exposed to. 
 

OTHER CONTAINERS OF HAZARDOUS CHEMICALS WHICH MAY RESULT IN A 
RELEASEIF BROKEN 
Thermostats containing mercury 
Thermometers containing mercury 
Fluorescent light bulbs 

 
EMPLOYEE ACCESS TO MSDS 

MSDS for chemicals being used on each job site will be available to all employees in their work and 
for review during each work shift. If MSDS are not available or new chemicals in use do not have 
MSDS, immediately contact the foreman. Any employee may request a copy of the manufacturer’s 
MSDS. The master MSDS file is located in the Company’s main office; Employees may also 
request MSDS forms from the Department of Public Health and at www.osha.gov. 

http://www.osha.gov/
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If at any time you have a comment or complaint, or recognize a hazard in the workplace related to 
Hazard Communications, please write your complaint down on HCP Form 7 included in this book. 
Submit completed form to Safety Director, Bornor Restoration, Inc., 525 Filley Street, Lansing, 
MI 48906-2975. You are not required to sign your name on this form. 

 
GENERAL INFORMATION 

MIOSHA MSDS, and Right to Know, for posting. 
 

MICHIGAN RIGHT TO KNOW 
1. The Michigan Hazard Communication Standard (Right to Know) requires employers to provide 

employees with information about the potential hazard that may exist when working with certain 
substances. The property’s written Hazard Communication Program is given to each new hire. 
Copies can be obtained from the Company’s main office. 

2. Generic instruction for new employees shall consist of information regarding the law, the property’s 
written program, hazard determination, labeling, and MSDS. 

3. All MSDS may also be obtained from the Project Manager, Superintendent/Foreman, or the 
Company’s main office. 

4. Employees shall familiarize themselves with the information contained on the MSDS regarding health 
hazards and protective equipment required before using any substance covered under the Michigan 
Right to Know law. 

5. All containers shall be labeled in accordance with the requirements of the Right to Know law. If the 
employee is not sure whether a material is hazardous, the Superintendent/Foreman shall be 
contacted. 

6. Do not use any known hazardous material or unlabeled material without consultation with the 
Manager/Superintendent/Foreman on proper use. 

7. MSDS that pertains to each job is also kept at the job sites in plastic file boxes. 
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POLICY: This Heat Stress Prevention Program has been developed to provide workers with the training 
and equipment necessary to protect them from heat related exposures and illnesses. 

 
Training 
All employees who are or may be exposed to potential heat related illnesses will receive training on the 
following: 
• The environmental and personal risk factors that cause heat related illnesses; 
• The procedures for identifying, evaluating and controlling exposures to the environmental and 

personal risk factors for heat illness; 
• The importance of frequent consumption of small quantities of water, up to 4 cups per hour under 

extreme conditions of work and heat; 
• The importance of acclimatization; 
• The different types of heat illness and the common signs and symptoms of heat illness; 
• The importance of immediately reporting to the Bornor Restoration, Inc., directly or through the 

employee’s Superintendent/Foreman, symptoms or signs of heat illness in themselves, or in co- 
workers. 

• The Bornor Restoration, Inc.’s procedures for responding to symptoms of possible heat illness, 
including how emergency medical services will be provided should they become necessary; 

• Procedures for contacting emergency medical services, and if necessary, for transporting employees 
to a point where they can be reached by an emergency medical service provider; 

• How to provide clear and precise directions to the work site. 
 

Superintendent/Foremen Responsibilities 
• All Superintendent/Foremen will be provided a copy of this program prior to assignment of employees 

working in environments where heat exposures may occur. 
• Superintendent/Foremen will be provided the procedures to follow to implement the applicable 

provisions of this program. 
• Superintendent/Foremen will be provided the procedures to follow when an employee exhibits 

symptoms consistent with possible heat illness, including emergency response procedures. 
 

Provision of Water 
Employees shall have access to potable water. Water shall be provided in sufficient quantity to begin the 
work shift with implemented procedures for replenishment during the shift to provide employees with more 
water. 

 
Access to Shade 
Employees suffering from heat illness or believing a preventative recovery period is needed shall be 
provided access to an area with shade that is either open to the air or provided with ventilation or cooling 
for a period of no less than five minutes. Such access to shade shall be permitted at all times. Shade 
areas can include trees, buildings, canopies, lean-tos, or other partial and/or temporary structures that are 
either ventilated or open to air movement. The interior of cars or trucks are not considered shade unless 
the vehicles are air conditioned or kept from heating up in the sun in some other way. 

 
Heat Stress Disorders 

Heat Rash  (Prickly Heat) 
Symptoms: 
- Red blotches and extreme itchiness in areas persistently damp with sweat. 
- Prickling sensation on the skin when sweating occurs. 
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Treatment: 
- Cool environment. 
- Cool shower. 
- Thorough drying. 
Heat rashes typically disappear in a few days after exposure. If the skin is not cleaned frequently 
enough the rash may become infected. 

 
Heat Cramps 
Symptoms: 
- Loss of salt through excessive sweating. 
- Cramping in back, legs and arms. 
Treatment: 
- Stretch and massage muscles. 
- Replace salt by drinking commercially available carbohydrate/electrolyte replacement 

fluids. 
 

Heat Exhaustion 
Heat exhaustion occurs when the body can no longer keep blood flowing to supply vital organs 
and at the same time send blood to the skin to reduce body temperature. 
Symptoms: 
- Weakness. 
- Difficulty continuing work. 
- Headache. 
- Breathlessness. 
- Nausea or vomiting. 
- Feeling faint or actually fainting. 
Treatment: 
- Call 911. 
Help the victim to cool off by: 
- Resting in a cool place. 
- Drinking cool water. 
- Removing unnecessary clothing. 
- Loosening clothing. 
- Showering or sponging with cool water. 
It takes 30 minutes to cool the body down once a worker becomes overheated and suffers heat 
exhaustion. 

 
Heat Stroke 
Heat stroke occurs when the body can no longer cool itself and body temperature rises to critical 
levels. 
Symptoms: 
- Confusion. 
- Irrational behavior. 
- Loss of consciousness. 
- Convulsions. 
- Lack of sweating. 
- Hot, dry skin. 
- Abnormally high body temperature. 
Treatment: 
- Call 911. 
- Provide immediate, aggressive, general cooling. 
- Immerse victim in tub of cool water or; 
- Place in cool shower; or 
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- Spray with cool water from a hose; or 
- Wrap victim in cool, wet sheets and fan rapidly. 
- Transport victim to hospital. 
Do not give anything by mouth to an unconscious victim. 

 
Safe Work Procedures 
Superintendent/Foremen Responsibilities 
Superintendent/Foremen are responsible for performing the following: 
- Give workers frequent breaks in a cool area away from heat. 
- Adjust work practices as necessary when workers complain of heat stress. 
- Oversee heat stress training and acclimatization for new workers and for workers who 

have been off the job for a period of time. 
- Monitor the workplace to determine when hot conditions arise. 
- Increase air movement by using fans where possible. 
- Provide potable water in required quantities. 
- Determine whether workers are drinking enough water. 
- Make allowances for workers who must wear personal protective clothing (welders, etc.) 

and equipment that retains heat and restricts the evaporation of sweat. 
- Schedule hot jobs for the cooler part of the day; schedule routine maintenance and repair 

work in hot areas for the cooler times of the day. 
- Make available to all workers, cooling devices (hard hat liners/bibs/neck bands) to help 

rid bodies of excessive heat. 
Employees 
Employees are responsible for performing the following: 
- Follow instructions and training for controlling heat stress. 
- Be alert to symptoms in yourself and others. 
- Determine if any prescription medications you’re required to take can increase heat 

stress. 
- Wear light, loose-fitting clothing that permits the evaporation of sweat. 
- Wear light colored garments that absorb less heat from the sun. 
- Drink small amounts of water – approximately 1 cup every 15 minutes. 
- Avoid beverages such as tea or coffee. 
- Avoid eating hot, heavy meals. 
- Do not take salt tablets unless prescribed by a physician. 
- Review annually for additional information. 
Program Review 

The Safety Director will periodically review this program for compliance with all applicable regulatory 
standards. Updates will be provided to all employees. Program derived from OSHA's Recommended 
Practices for Safety and Health Programs; 

 

 

https://www.osha.gov/shpguidelines/
https://www.osha.gov/shpguidelines/
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POLICY: The purpose of this hexavalent chromium compliance program is to help ensure that worker 
exposure levels to hexavalent chromium are accurately assessed, and that workers are not exposed to 
hexavalent chromium at levels that are above the Permissible Exposure Limit (PEL) of 5 micrograms per 
cubic meter of air (5 ug/m3 ). The measured concentrations of hexavalent chromium (above, at, or below 
the PEL) will dictate which compliance procedures described in this program will be implemented. 
Construction Industry 29 CFR Parts 1910, 1915, 1917, 1918, 1926, Occupational Exposure to Hexavalent 
Chromium. 

 
 

Hexavalent Chromium Emitting Activities 
Hexavalent chromium compounds are widely used in the chemical industry as 
ingredients and catalysts in pigments, metal plating and chemical synthesis. 
Hexavalent chromium can also be produced when welding or grinding on stainless 
steel or chrome painted surfaces. 

 
As a point of technical reference for the sheet metal industry, the low levels of hex 
chrome identified in the welding process are generated in the welding fumes found in 
two main sources. Hexavalent chromium is a chemical by-product when conducting 
welding or grinding operations on stainless steel, and to a lesser extent, galvanized 
steel, and chrome-coated metals. In addition, low levels of hex chrome may be an 
ingredient of the welding rods and wires used in the welding processes. 

 
However, there are limited studies that show the consequences of hex chrome specific exposures or how 
hex chrome is part of the health effects found in fume overexposures. The likelihood of overexposures 
(exposures above the new regulatory limit) to hex chrome in a typical sheet metal shop or construction 
site where welding is conducted is low. However, there may be tasks or jobs that could generate fumes 
that contain excessive amounts of hexavalent chromium and those tasks would need to be evaluated. 
The key is identifying the tasks and processes that generate welding fumes and determine if 
overexposures are possible. 

 
HOW CHROMIUM ENTERS THE BODY 
Hexavalent chromium enters the body in two ways: inhalation and ingestion. Chromium can be inhaled 
when chromium dust, mist, or fumes enter the workers breathing zone (head and shoulders). For sheet 
metal workers, the most common risk factor is welding on stainless steel. Chromium dust can also get on 
cigarettes. If contaminated cigarettes are smoked, the smoker may inhale additional chromium along with 
the tobacco smoke. Particles of chromium can be swallowed if the dust gets on hands, clothing, or facial 
hair and is transferred to food or beverages. 

 
Bornor Restoration, Inc. will provide training as needed on the hazards of over exposure to hexavalent 
chromium, methods of control and medical treatment. 

 
HOW TO CONTROL CHROMIUM EXPOSURE 
The two best ways to prevent overexposures to hex chrome during welding operations are substituting 
chromium-free materials and using local exhaust ventilation in combination with adequate general 
ventilation. If a substitute cannot be found, a mechanically powered local exhaust vent should be placed 
at the point of operation where chromium is released into the air, or the entire process should be 
contained within a hood. Properly designed and maintained local exhaust ventilation draws off most of 
the chromium before it can be released into the ambient air and inhaled by workers. 
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Using local exhaust ventilation is preferred over dilution of chromium-contaminated air by natural 
ventilation through open windows and doors, or general ventilation with fresh air through a duct. With the 
dilution approach alone, overexposure can still occur at the point of chromium release into the air, or if the 
dilution air does not mix well with the room air. 

 
Wearing an air-purifying respirator, such as a filtering facepieces (P-100 respirators) or respirators with 
screw-in filters, is the least effective way to control exposure. In fact, good safety practice always 
recommends personal protective equipment be used to prevent overexposure only as the last resort. 
This is because the use of respirators is complex and prone to error, possibly resulting in inadequate 
protection. 

 
In controlling chromium exposure, the respirator must be approved for the type of particles in the air; for 
example, a paper dust mask designed for removing powder particles will not remove the fume particles 
created by welding. Also, the respirator must be fit-tested to ensure that it fits the wearer's face, and the 
respirator must be kept in good condition. The fit should be checked regularly. Workers should also be 
medically examined for their ability to wear a respirator. 

 
The enclosed hexavalent chromium air monitoring checklist can be used to help identify risk factors that 
would likely affect air sampling results collected to measure hexavalent chromium in the air. 

 
In most cases, worker exposure levels will be determined by process-specific air monitoring based on a 
hazard assessment conducted by the Safety Manager and appropriate Superintendent/Foremen. When 
exposure levels exceed the PEL all workers will be notified immediately. 
Written notification will be established to describe the corrective action being taken to reduce worker 
exposure levels to a point that is at or below the PEL. Affected workers and their representatives will be 
permitted to observe any air monitoring. Appropriate personal protective equipment will be provided for 
any observers. 
The Safety Director or appropriate Superintendent/Foremen will ensure that the air monitoring methods 
that were used for exposure determination purposes were within an accuracy range of 25 percent, and 
produce a statistical confidence level of 95 percent for concentrations at or above the Action Level. 
SPECIAL CONTROL MEASURES FOR WELDING 
If stainless steel welding or cutting is done in an "enclosed space" where using local exhaust ventilation is 
impractical or ineffective, respiratory protection including approved respirators shall be required. 

• Exposure Determination 
 

Initial (and possibly periodic) exposure assessments are needed to determine if 
airborne exposures to hex chrome exceed the action level (2.5 ug/m3) or the PEL (5.0 
ug/m3), and therefore would require compliance with the some or all provisions of the 
standard. 

 
Bornor Restoration, Inc. has two options for making exposure assessments: 

 
• Scheduled Exposure Assessments 

 

Conduct initial exposure monitoring to determine what actions to take. If results are 
above the action level, periodic monitoring is needed, as described below: 

 
o If results are below 0.5 ug/m3, monitoring is no longer needed and the remaining standard 

provisions do not apply. 
o If results are at or above 2.5 ug/m3, but below 5.0 ug/m3, Bornor has met the Action Level 

requirements (see Methods of Compliance). Bornor will need to complete additional 
monitoring every 6 months. 
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o If results are at or above 5.0 ug/m3, Bornor has met the PEL requirements (see Methods of 
Compliance). Bornor will need to complete additional monitoring every 3 months. 

• Performance Oriented Assessments 
According to OSHA, employers may rely on “historical” or “objective” data to make exposure 
determinations.  That is, employers may use existing data from previous monitoring results as a 
way of determining future compliance actions. The objective data includes “industry-wide” data 
from similar work processes and tasks, not just company results. 
Although the Federal OSHA standard for Hexavalent Chromium allows for “objective data” and 
“historical data” as means to show expected levels of hexavalent chromium during particular jobs 
or tasks, the sheet metal industry has not been able to collect this type of data. This is mainly 
due to the many variables that can affect air monitoring results during welding and grinding 
operations (as described in the enclosed hexavalent chromium air monitoring checklist) and the 
lack of consistent data as to be defined as clearly objective or historical. 

 
Methods of Compliance 
The goal of this program is to ensure that no employee is exposed to hex chrome 
above the PEL. In order to meet this requirement, Bornor has the following options: 

 
• Action Level Requirements: If air monitoring results are above 2.5 ug/m3, but below 5.0 ug/m3, 

Bornor only needs to complete periodic air monitoring every 6 months to determine future action. 
No control measures are required. Medical surveillance is required at this level (see below). 

 
• PEL Requirements I: If air monitoring results indicate that exposure levels are above 5.0 ug/m3 

for less than 30 days during a 12 month period, Bornor must use effective control measures, 
including respiratory protection, to ensure actual exposure levels are below 5.0 ug/m3. Note: 
Engineering controls are not required at this level. 

 
• PEL Requirements II: If air monitoring results indicate that exposure levels are above 5.0 ug/m3 

for 30 days or more during a 12 month period, Bornor must use effective control measures to 
ensure actual exposure levels are below 5.0 ug/m3. The control measures must be implemented 
in this order: 

 
• Use feasible engineering and work practice controls*; 
• In addition, use respiratory protection if levels cannot get below 5.0 ug/m3 by engineering 

and work practice controls alone. 
 

*Note: Engineering controls are not required until May 31, 2010. 
Respiratory protection can be used until that time. 

 
Program Implementation Schedule 

The basic steps to implement this program are: 
• It was determined that workers could be exposed to hexavalent chromium above the PEL. 
• The processes that led to the overexposure are identified. 
• All other employers on the job site will be notified about the hexavalent chromium hazard. 
• Engineering and work practice controls will be implemented. 
• Respiratory protection training, fit-testing and equipment will be provided if necessary. 
• Appropriate hexavalent chromium hazard signs will be posted. 
• Personal protective clothing will be provided. 
• Appropriate hygiene facilities will be provided and proper hygiene practices will be established. 
• Hand- and face-washing facilities will be provided for affected workers. 
• Medical surveillance will be implemented. 
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• Affected workers will receive advanced training on hexavalent chromium hazards, effects and 
protective measures. 

• Regular air monitoring will be conducted. 
• Proper housekeeping procedures will be implemented. 
• Medical removal protection procedures will be implemented if necessary. 
• Appropriate recordkeeping procedures will be implemented. 

 
Work Practice Requirements 

• Provide clean, dry coveralls. Coveralls will be laundered on a weekly basis whenever 
hexavalent chromium levels exceed the PEL, without regard to respirator use, when 
hexavalent chromium compounds that could cause skin irritation are present or as necessary 
for interim protection. 

• Provide protective clothing and equipment and, when necessary, will dispose of it properly. 
• Ensure that all protective work clothing is removed at the completion of each work shift in 

specially provided change areas. 
• Ensure that contaminated protective work clothing that is to be cleaned, laundered or disposed 

of is placed in a closed container inside the established change area. 
• Inform all persons who clean or launder protective clothing or equipment about the harmful 

effects of hexavalent chromium exposure. 
• Ensure that each container of contaminated protective clothing and equipment is affixed with 

labels that state the following: 
Caution: Clothing contaminated with hexavalent chromium. Do not remove dust by blowing 
or shaking. Dispose of hexavalent chromium-contaminated wash water in accordance with 
applicable local, state or federal regulations. 

• Prohibit the removal of hexavalent chromium from protective clothing by blowing, shaking or 
any other means that disperses hexavalent chromium into the air. 

• Ensure that surfaces are kept free of hexavalent chromium dust as much as practicable. 
• Ensure that cleaning is done by vacuuming or other methods that minimize the likelihood of 

hexavalent chromium becoming airborne. 
• Ensure that vacuums are equipped with High Efficiency Particulate Air (HEPA) filters and 

emptied in a way that minimizes reentry of hexavalent chromium into the workplace. 
• Ensure that compressed air is not used to remove hexavalent chromium from the workplace 

unless it is used in conjunction with a ventilation system designed to capture the airborne dust 
created by the compressed air. 

• Ensure that workers do not have food, beverages, tobacco products or cosmetics in their 
possession when they are exposed to hexavalent chromium above the PEL, without regard to 
respirator use. 

• Provide clean change areas for workers who are exposed to hexavalent chromium above the 
PEL and as an interim protective measure. 

• Establish change areas with separate storage facilities for work clothing and equipment and 
street clothes. 

• Ensure that workers do not leave the workplace wearing protective clothing or equipment that 
is required to be worn during the work shift. 

• Provide workers with shower facilities where feasible when they are exposed to hexavalent 
chromium at concentrations above the PEL. 

• Provide clean, hexavalent chromium-free, readily accessible eating areas for workers who are 
exposed to hexavalent chromium above the PEL without regard to respirator use. 

• Ensure that workers wash their hands and faces prior to eating, drinking, smoking or applying 
cosmetics when exposure to hexavalent chromium is above the PEL, without regard to 
respirator use. 
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• Ensure that workers do not enter eating facilities with work clothing unless surface hexavalent 
chromium dust has been removed by vacuuming, use of a downdraft booth or other methods 
that limit dispersion of hexavalent chromium dust. 

• Provide workers with adequate hand-washing facilities. 
• Ensure that workers wash their hands and faces at the end of each work shift when showers 

are not provided. 
 

Medical Surveillance 
Medical surveillance simply means doctor examinations by a physician or other licensed health care 
professional (PLHCP). Medical surveillance requirements are required in the following situations: 

 
• When an employee is or may be occupationally exposed to hex chrome at or above the action 

level for 30 or more days in a 12 month period. 
• When an employee is experiencing signs or symptoms of adverse health effects associated with 

hex chrome exposure. 
• When an employee is exposed in an emergency. 

 
Bornor will provide a medical examination: 
• Within 30 days after initial assignment, unless the employee has received a hex chrome related 

medical examination that meets the requirements of this paragraph within the last twelve months. 
• Annually. 
• Within 30 days after a PLHCP's written medical opinion recommends an additional examination. 
• Whenever an employee shows signs or symptoms of the adverse health effects associated with 

hex chrome exposure. 
• Within 30 days after exposure during an emergency which results in an uncontrolled release of 

hex chrome. 
• At the termination of employment, unless the last examination that satisfied the requirements of 

the standard was less than six months prior to the date of termination. 
 
 

Regulated Area 
A regulated area means an area, established by the employer, where an employee's exposure to 
airborne concentrations of hex chrome exceeds, or can reasonably be expected to exceed, the 
PEL. In a typical shop, this area is likely the immediate area around the welding operation. The 
regulated area must be demarcated (separated) from the rest of the workplace in a manner that 
adequately establishes and alerts employees of the boundaries of the regulated area. This can 
be accomplished by using signs, warning tape, or other physical warning device. 

 
 

Access to the regulated area is only permitted by: 
• Persons authorized by the employer and required by work duties to be present in the regulated 

area. 
• Any person entering such an area as a designated representative of employees for the purpose 

of exercising the right to observe monitoring procedures. 
• Any person authorized by the Occupational Safety and Health Act or regulations issued under it 

to be in a regulated area. 
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INCIDENT REPORTING AND INVESTIGATION 
 

  
POLICY: Employees are responsible for reporting occupational accidents, incidents,  hazardous 
conditions, near misses, and non-injury property damage. Accidents, incidents, near misses, and 
hazardous conditions no matter  how slight must be reported and all work related incidents must be 
reported to your Superintendent and/or Foreman immediately if a visit to a doctor has occurred or is 
likely to occur. All employees are to be trained and familiar with the procedures for reporting 
occupational accidents, incidents, hazardous conditions and near misses through orientation by their 
Superintendent or Foreman. 

 

Superintendent/Foremen: 
Superintendent/Foremen are responsible for initiating investigation of all work related incidents. Reports 
need to be completed using the Incident Reporting and Investigation forms and submitted to Safety 
Department within 8 hours of the discovery of the incident. Completed forms must be forwarded to the 
client company within 24 hours of the reporting of the incident, if requested. 

 

Steps to Completing an Investigation: 
The investigation process should begin after arranging for first aid or medical treatment for the injured 
person(s). In getting started, remind everyone involved—especially workers— the investigation is to 
learn and prevent, not find fault. Steps of the investigation process include: 

 
• Call or gather the necessary person(s) to conduct the investigation and obtain the investigation kit. 
• Secure the area where the injury occurred and preserve the work area as it is. 
• Identify and gather witnesses to the injury event. 
• Interview the involved worker. 
• Interview all witnesses. 
• Document the scene of the injury through photos or videos. 
• Complete the investigation report, including determination of what caused the incident and what 

corrective actions will prevent recurrences. 
• Use results to improve the prevention program to better identify and control hazards before they 

result in incidents. 
• Ensure follow-up on completion of corrective actions. 

Administrative: 
The Administrative department will be responsible for completing and submitting the form within 3 days 
of learning of the injury. A copy of the form will be sent to the Safety Director for review. A copy of the 
f orm is to be provided to the injured employee if requested. 

 

Safety Committee: 
Duties will include reviewing reports and preparing recommendations of preventive and corrective 
actions. Committee members will follow up on corrective action, if appropriate, during monthly 
inspections. 

 
Reporting Procedures 
Definitions: 
• A situation, which could have potentially resulted in an accident or incident but did not, will be 

classified as a near miss. 
• A situation that is identified as having the potential to cause an accident, incident or near miss will 

be considered a hazardous condition. 
• Non-injury property damage is defined as any damage of property and/or and equipment. 
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Critical or Fatal Accident Investigation 
If a person is killed or critically injured, or an accident, explosion or fire causes injury to a person 
whereby the person is disabled from performing his or her usual work or requires medical attention, a 
formal accident investigation will be held. 

 
• In the case of death or critical injury, immediate notice is to be given to the Safety Director. An 

investigation is to be conducted immediately and a written report is to be presented to the Safety 
Director within 8 hours of reporting by the Superintendent/Foreman in consultation with the 
certified members of the Safety Committee. 

Non-Critical Injury: 
• Where an accident or explosion or fire causes injury to a person, whereby the person is disabled 

from performing his/her usual work or requires medical attention, an investigation is to be 
conducted within 48 hours and the Superintendent/Foreman shall give notice in writing to the 
Safety Director within 4 days of the occurrence. 

• It will be the responsibility of the injured employee’s Superintendent/Foreman to set up the accident 
investigation meeting. Those required to attend an investigation are  the  injured employee 
(where capable), the employee’s Superintendent/Foreman, a member  from  the  Safety 
Department and President (when required). 

• It will be the option of the investigating committee to have any other personnel who  may 
contribute to the investigation attend the formal investigation. The Safety Committee will 
investigate and report the results. The injured employee’s Superintendent/Foreman will be 
responsible for the completion of any recommendations and/or preventive actions. 

 
Investigation Procedure: 
• In the event of an accident, no person shall interfere with, disturb, alter or carry away any 

wreckage, article or thing at the scene of or connected with the occurrence until permission to do 
so has been given by the investigation team. The only exceptions are to save a life or relieve 
human suffering, maintaining an essential public utility service or transportation system, or 
preventing unnecessary damage to equipment and other properties. 

• All accident/incident/hazard investigations should commence immediately and be  completed 
within 24 hours. In exceptional circumstances, 48 hours is acceptable. A statement from the 
injured person may be collected at a later date if necessary. 

• Superintendent/Foreman will record conditions at the time of the incident using pen and paper, 
camera, rulers, audio recorders, notations of locations, conditions and eyewitness accounts 
pertinent to the investigation. 

• All relevant points brought out during the investigation must be accurately recorded by the 
Superintendent/Foreman. Examples being; materials involved, weather and environmental 
conditions, illumination, noise, and physical condition of the injured employee. 

• The investigation team must identify all the contributing factors including the people, equipment, 
materials, environment and/or process to determine which conditions and circumstances 
contributed to the accident. 

• Identifying the contributing factors may include direct observations and interviews with both the 
employee and any witnesses. 

• The Superintendent/Foreman and Safety Director will summarize the information gathered, 
propose and action plan and provide copies to the employees. 

• The Superintendent/Foreman must ensure the proposed action is implemented to prevent further 
accidents. If the solution is beyond the authority or resources of the Superintendent/Foreman, they 
must make the Safety Director aware of the problem and put interim procedures in place. The 
hazards identified in the investigation process must not be allowed to remain without attention while 
proposed action is pending. 
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• The Safety Director will review data from the Accident/Incident Report and Investigation forms, 
monitor trends and make recommendations to the President on appropriate preventative 
strategies and priorities in health and safety. 

• The Pr es id e n t will review t h e Accident/Incident Report and investigation forms and ensure 
appropriate action has been taken. 

 
Records: 
An annual summary of all accidents, costs and trends will be compiled and submitted to the Safety 
Director and President. Copies of the Accident/Incident Report and Investigation forms will be kept on 
file for a period of 5 years following the occurrence. 

 

Review and Revision: 
This policy shall be reviewed and revised as required on an annual basis by the Safety Department. 
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INJURY AND ILLNESS REPORTING  
 

 
POLICY: Accident, injury and illness reports are required by various Federal and State 
laws. Accident reports are also required by our company insurance carriers. It is the 
policy of Bornor Restoration, Inc. to create, maintain and file accident reports as required 
by law. Accident reports submitted to outside agencies shall be submitted in the required 
format. 

 
Example: OSHA 300 log and OSHA 301 form. 

 
All incidents and accidents resulting in injury or causing illness to employees and events (near-miss 
accidents) shall be reported in order to: 

• Establish a written record of factors that cause injuries and illnesses and occurrences 
(near-misses) that might have resulted in injury or illness but did not, as well as property 
and vehicle damage. 

• Maintain a capability to promptly investigate incidents and events in order to initiate and 
support corrective and/or preventive action. 

• Provide statistical information for use in analyzing all phases of incidents and events. 
• Provide the means for complying with the reporting requirements for occupational injuries 

and illness. 
• The Incident Reporting System requirements apply to all incidences involving company 

employees, on-site vendors, contractor employees and visitors, which results in (or might 
have resulted in) personal injury, illness, and/or property and vehicle damage. 

 
RESPONSIBILITES 
Management 

• Establish and maintain an effective accident reporting program. 
• Establish and maintain an effective record keeping program including security controls 

over sensitive employee medical and exposure records. 
• Train all employees in the accident reporting procedures. 
• Train record custodians in proper record entry, maintenance and release procedures. 
• Conduct annual program audit. 

 
Superintendent/Foremen 

• Comply with the requirements of this program. 
 

Employees  
• Comply with the accident reporting procedures. 

 

INCIDENTS (Occupational injuries and illnesses) 
Injuries and illnesses that require reporting include those injuries and illnesses occurring on the job which 
result in any of the following: lost work time, restrictions in performing job duties, requirement for first aid 
or outside medical attention, permanent physical bodily damages, or death. Examples of "reportable 
injuries and illnesses include, but are not limited to, heat exhaustion from working in hot environments, 
strained back muscles from moving equipment, acid burns on fingers, etc. 

 
Other incidents requiring reporting include those incidents occurring on the job which result in any of the 
following: injury or illness, damage to a vehicle, fire/explosion, property damage of more than $100, or 
chemical releases requiring evacuation of at least that immediate spill area. 
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Examples of "non-reportable" injuries and illnesses include small paper cuts, common colds, and small 
bruises not resulting in work restrictions or requiring first aid or medical attention. 

 
REPORTING PROCEDURES 
Definitions: 
• An injury that does require professional medical treatment or lost time from work will be classified 

as an accident. 
• An injury or illness that does not require professional medical treatment or lost time from work 

will be classified as an incident. 
• An illness will be defined as any disease resulting from exposure to a substance relating to a 

particular process, trade or occupation or a disease characteristic of a particular process, trade 
or occupation. 

• All injuries, which require first aid treatment only, must be recorded in the first aid log book.  This 
book will be kept with the first aid kit. 

• Non-injury property damage is defined as any damage of property and/or and equipment. 
 

EVENTS (Near Misses) 
Other incidents that, strictly by chance, do not result in actual or observable injury, illness, death, or 
property damage are required to be reported. The information obtained from such reporting can be 
extremely useful in identifying and mitigating problems before they result in actual personal or property 
damage. Examples of near miss incidences required to be reported include the falling of a compressed 
gas cylinder, overexposures to chemical, biological, or physical agents (not resulting in an immediately 
observable manifestation of illness or injury), and slipping and falling on a wet surface without injury. 

 
INCIDENT REPORTING PROCEDURES 
The following procedures are to be followed by all employees in order to effectively report occupational 
injuries and illnesses and other incidents or events. All reports to outside agencies, except for those to 
local emergency response units (police, fire, ambulance), shall be made only by the Safety Director. 

 
INCIDENTS (Injuries and Illnesses) 
Serious injury or illness posing a life-threatening situation shall be reported immediately to the local 
emergency response medical services (Call 911). 

 
Injuries and illnesses shall be reported, by the injured employee, to his or her Superintendent/Foreman in 
person or by phone as soon after any life-threatening situation has been addressed. If the injured 
employee is unable to report immediately, then the incident should be reported as soon as possible. 

 
Upon notification of an occupational injury or illness, the Superintendent/Foreman should complete the 
Incident/Accident Report and, if possible, send it with the injured employee to the nearest medical facility. 
The Incident/Accident Report Form must be completed and forwarded to the Safety Director even if the 
employee receives medical treatment at the hospital and/or from a private physician. 

 
EVENTS 
Incidents not involving injury or illness, but resulting in property damage, must also be reported within 24 
hours of the incident. In cases of a fire or explosion that cannot be controlled by one person, vehicular 
accident resulting in injury or more than $500 worth of damage, or a chemical release involving a 
reportable quantity or requiring a building evacuation, the involved party must immediately report the 
incident to the emergency response services in the area (911 - police, fire, etc.) 

 
All near miss incidences also must be reported on the Incident/Accident Report Form within 24 hours of 
occurrence. In place of indicating the result of the incident (i.e., actual personal or property damage), the 
reporting person shall indicate the avoided injury or damage. 
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Events, hazardous working conditions or situations, and incidents involving contractor personnel must be 
reported to the Safety Director immediately. 

 
RECORDKEEPING 
The Safety Department will maintain the required OSHA 300 Log and Summary of (recordable) 
Occupational Injuries and Illnesses and the OSHA 301 Supplementary Record of Occupational Injuries 
and Illnesses for each calendar year. Required OSHA 300 Log and the OSHA 301 Supplementary 
Record of Occupational Injuries and Illnesses records must be retained for 5 years following the end of 
the calendar that the records cover. 

 
TRAINING 
To ensure that all employees understand the incident reporting requirements and are aware of their own 
and other's responsibilities, training sessions will be held with all Superintendents/Foremen to review 
procedures and responsibilities. New Employees will receive verbal instructions and reminders on injury 
and incident reporting, detailing procedures, on the jobsites. Employees involved in record entry and 
record keeping will be trained in the company and statutory requirements 

 
PROGRAM AUDITS 
The effectiveness of a program can only be accomplished if the program is implemented and maintained. 
Periodic reviews and audits shall be conducted to confirm that all employees are familiar with the incident 
reporting requirements and that the program is managed properly. These audits will consist of: 

 
• Annual review of accident reports to ensure all records have been maintained and are 

complete. 
• Annual review of the program with company insurance carriers and workers 

compensation third party provider. 
• Annual refresher training for employees involved in record entry and record keeping. 
• Annual refresher training for all employees detailing the accident reporting procedures. 

 
RECORDING INJURIES AND ILLNESSES 
Recordkeeping concepts and guidelines are included in OSHA Standard 1904. The following 
summarizes the major recordkeeping concepts and provides additional information to aid in keeping 
records accurately. All recordable illnesses or injuries must be recorded on the OSHA 300 Log within 
seven calendar days of receiving information that the injury occurred. All recordable illnesses or injuries 
must be recorded within 7 calendar days. 
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RECORDABILITY DECISION TREE 

 
Injuries and Illnesses must not be recorded if: 

• At the time of the injury or illness, the employee was present in the work environment as a 
member of the general public rather than as an employee. 

• The injury or illness involves signs or symptoms that surface at work but result solely from a non- 
work related event or exposure that occurs outside the work environment. 

• The injury or illness results solely from voluntary participation in a wellness program or in a 
medical, fitness, or recreational activity such as blood donation, physical examination, flu shot, 
exercise class, racquetball, or baseball. 

• The injury or illness is solely the result of an employee eating, drinking, or preparing food or drink 
for personal consumption (whether bought on the employer's premises or brought in). For 
example, if the employee is injured by choking on a sandwich while in the employer's 
establishment, the case would not be considered work related. 

Note: If the employee is made ill by ingesting food contaminated by workplace contaminants (such as 
lead), or gets food poisoning from food supplied by the employer, the case would be considered work 
related. 
• The injury or illness is solely the result of an employee doing personal tasks (unrelated to their 

employment) at the establishment outside of the employee’s assigned working hours. 
• The injury or illness is solely the result of personal grooming, self medication for a non-work 

related condition, or is intentionally self-inflicted. 
• The injury or illness is caused by a motor vehicle accident and occurs on a company parking lot 

or company access road while the employee is commuting to or from work. 
• The illness is the common cold or flu (Note: contagious diseases such as tuberculosis, 

brucellosis, hepatitis A, or plague are considered work related if the employee is infected at 
work). 

• The illness is a mental illness. Mental illness will not be considered work related unless the 
employee voluntarily provides the employer with an opinion from a physician or other licensed 



Bornor Restoration Inc. 
Lansing, Michigan 48906 

94 

INJURY AND ILLNESS REPORTING 
 

 

 
 
 

health care professional with appropriate training and experience (psychiatrist, psychologist, 
psychiatric nurse practitioner, etc.) stating that the employee has a mental illness that is work 
related. 

 
Consider an injury or illness to meet the general recording criteria if it results in any of the following: 

• Death 
• Days away from work. 
• Restricted work. 
• Transfer to another job. 
• Medical treatment beyond first aid. 
• Loss of consciousness. 
• Significant injury or illness diagnosed by a physician or other licensed health care professional. 

 
PRE-EXISITING CONDITIONS 
Pre-existing injuries or illnesses must be recorded only if work activities have "significantly aggravated" 
the condition. An injury or illness is a preexisting condition if it resulted solely from a non-work related 
event or exposure that occurred outside the work environment. A pre-existing injury or illness has been 
significantly aggravated when an event or exposure in the work environment results in any of the 
following: 

• Death 
• Loss of consciousness. 
• One or more days away from work. 
• Days of restricted work. 
• Job transfer. 
• Medical treatment. 
• Change in medical treatment. 

 
MEDICAL TREATMENT 
Medical treatment means the management and care of a patient to combat disease or disorder. Medical 
treatment does not include: 

• Visits to a physician or other licensed health care professional solely for observation or 
counseling. 

• The conduct of diagnostic procedures, such as x-rays and blood tests, including the 
administration of prescription medications used solely for diagnostic purposes. 

• First aid 
 

FIRST AID 
For recordkeeping determination "First Aid" means only the following: 

• Using a non-prescription medication at nonprescription strength (for medications available in both 
prescription and non-prescription form, a recommendation by a physician or other licensed health 
care professional to use a non-prescription medication at prescription strength is considered 
medical treatment for recordkeeping purposes). 

• Administering tetanus immunizations (other immunizations, such as Hepatitis B vaccine or rabies 
vaccine, are considered medical treatment). 

• Cleaning, flushing or soaking wounds on the surface of the skin. 
• Using wound coverings such as bandages, gauze pads, etc.; or using butterfly bandages (other 

wound closing devices such as sutures, staples, etc., are considered medical treatment). 
 

• Using hot or cold therapy. 
• Using any non-rigid means of support, such as elastic bandages, wraps, non-rigid back belts, etc. 

(devices with rigid stays or other systems designed to immobilize parts of the body are  
considered medical treatment for recordkeeping purposes). 
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• Using temporary immobilization devices while transporting an accident victim (e.g., splints, slings, 
neck collars, back boards, etc.). 

• Drilling of a fingernail or toenail to relieve pressure, or draining fluid from a blister. 
• Using eye patches. 
• Removing foreign bodies from the eye using only irrigation or a cotton swab. 
• Removing splinters or foreign material from areas other than the eye by irrigation, tweezers, 

cotton swabs or other simple means. 
• Using finger guards. 
• Using massages (physical therapy or chiropractic treatment are considered medical treatment for 

recordkeeping purposes). 
• Drinking fluids for relief of heat stress. 

 
RECORDING NEEDLE STICK AND SHARPS INJURIES 
All work related needle stick injuries and cuts from sharp objects that are contaminated with another 
person's blood or other potentially infectious material must be recorded as an injury. To protect the 
employee's privacy, you may not enter the employee's name on the OSHA 300 Log. Follow the privacy 
requirements of OSHA Standard 1904. 

 
RECORDING CUTS, LACERATIONS, PUNCTURES AND SCRATCHES 
Record cuts, lacerations, punctures, and scratches only if they are work related and involve 
contamination with another person's blood or other potentially infectious material. If the cut, laceration, or 
scratch involves a clean object, or a contaminant other than blood or other potentially infectious material, 
record the case only if it meets one or more general recording criteria. 

 
RECORDING MEDICAL REMOVAL CASES 
If an employee is medically removed under the medical surveillance requirements of an OSHA standard, 
the case must be record on the OSHA 300 Log. Instances of voluntary removal need not be recorded. 

 
If the employee has never previously experienced a recordable hearing loss, compare the employee's 
current audiogram with that employee's baseline audiogram. If the employee has previously experienced 
a recordable hearing loss, you must compare the employee's current audiogram with the employee's 
revised baseline audiogram (the audiogram reflecting the employee's previous recordable hearing loss 
case). 

 
Before recording hearing loss cases, use the aging effects table of OSHA Standard 1910.95 to adjust the 
audiogram and then apply the recording criteria to determine if the case is recordable. 

 
RECORDING WORK RELATED TUBERCULOSIS CASES 
If any employee has been occupationally exposed to anyone with a known case of active tuberculosis 
(TB), and that employee subsequently develops a tuberculosis infection, as evidenced by a positive skin 
test or diagnosis by a physician or other licensed health care professional, record the case on the OSHA 
300 Log by checking the "respiratory condition" column. Recorded cases may be lined out or erased if: 

• The employee is living in a household with a person who has been diagnosed with active TB. 
• The Public Health Department has identified the worker as having contact with an individual with 

a case of active TB unrelated to the workplace. 
• A medical investigation shows that the employee's infection was caused by exposure to TB away 

from work, or proves that the case was not related to the workplace TB exposure. 
 

INJURY AND ILLNESS SUMMARY 
OSHA Form 300A must be completed by February 1 of the following year. The President will have posted 
a copy of the signed OSHA 300A summary in each establishment in a conspicuous place or places where 
notices to employees are customarily posted. Ensure that the summary is not altered, defaced or covered 
by other material. The OSHA 300A summary must be posted from February 1, through April 30. 
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POLICY: The purpose of this written program is to provide protection to all employees engaged in 
work that may expose them to lead hazards and to eliminate lead poisoning in construction and 
maintenance related work as well as to the general public. As lead is a hazardous material, it is 
important to provide Bornor Restoration, Inc. employees with documented new hire training, annual 
training and site specific instructions on how to safely handle and dispose of lead containing materials. 
The Lead Management Policy includes information regarding the following: 

• How lead may be introduced into the body and the responsibilities of 
Superintendent/Foremen. 

• How to test a material to determine if it is indeed lead. 
• A site specific lead compliance plan. 
• Information on how to properly provide medical care and dispose of lead. 

 
Lead Management Procedures: Ingestion/Inhaling - Symptoms 
Exposure to lead can occur when workers inhale or ingest lead dust or fumes during construction 
activities including, but not limited to: 

• Demolition, renovation, or repair of surfaces or materials containing lead (including 
painting and decorating). 
• In particular, the use of abrasive blasting, mechanical or manual sanding, manual 
scraping, manual demolition of structures, heat gun applications, power tool cleaning, 
welding, cutting and torch burning are covered by this program as well as the OSHA -  Lead 
in Construction Standard 29 CFR1926.62. 

The following are symptoms of acute lead exposure; nausea, vomiting, stomach 
cramps, fatigue, muscle aches, insomnia, constipation, head joint and muscle aches. Long 
term exposure to lead can result in extensive damage to reproductive, urinary and nervous 
systems. 

 
The purpose of this program will be accomplished by: 

• Providing formal classroom education/training, site specific instruction by Safety Director, 
Superintendent/Foremen,  establishing and following safe work practices, establishing a medical 
surveillance program, and comprehensive Superintendent/Foremen oversight to ensure 
components of this program  are met. 

 
Superintendent/Foremen should continuously communicate their expectation of the importance of lead 
poisoning prevention and monitor work to ensure it is conducted in  compliance with this program. 

 
Important and foremost is the safety of Bornor Restoration, Inc. employees: If lead based 
material is suspected do NOT disturb. Notify the Safety Director or Superintendent/Foreman. 

 
Identification of Lead Hazard: Lead Survey Test and Abatement 
Test for lead prior to any task activities (demolition, renovation, surface preparation,  sand blasting, 
sanding, manual scraping, heat guns, power tool cleaning, welding, and cutting). Bornor Restoration, 
Inc. contracts with state certified Lead Inspectors and Abatement Companies to perform abatement 
activities that are required. 
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• Paint/window caulk/glaze, other materials should be: 
1. Tested for lead content. 

a. TDH > 0.5 % - Proceed using lead compliance plan. 
b. TDH  < 0.5 % - Proceed with caution – Review the hazard based 
on amount of dust potential (example: If sanding and/or torching it is 
recommended to use the lead compliance plan) 
c. < 0.01 – May use normal construction techniques 

2. Assumed to contain lead - Survey is not required (time limitation, small scope) 
a. Proceed using the lead compliance plan and safe work practices. 

Assign Competent Person 
• The competent person is one who is capable of identifying existing and predictable 
lead  hazards in their surroundings or working conditions and who has authorization to take 
prompt corrective measures to eliminate them. 

• The competent person is responsible to follow this written program and complete a site 
specific compliance plan for all work covered under this program. Superintendent/Foremen 
are responsible to ensure components of this plan are being met regardless of the assignment 
of the competent person to a trained and experienced employee. 

 
Site Specific Lead Compliance Plan 
Superintendent/Foremen assigning work for projects, or tasks that involve the potential for lead 
exposure shall ensure that the lead compliance plan is used on site, employees are  following proper 
work practices, and the completed plan is filed. 

• This involves: 
1. Identification of potential lead hazards. 
2. Safe work practices (lead warning signs, barrier tape if indoors or 

where  pedestrians could be exposed). 
3. Control of lead chips/dust. Use a drop cloth, poly tent, source ventilation, etc. 
4. Use of respiratory protection and personal protective equipment (coveralls). 
5. Proper hygiene prior to all breaks (hand and face washing) and proper 

cleaning of  work clothing. 
6. Proper cleanup of lead dust/paint chips (wet clean/HEPA vacuum). 
7. Removal of Bornor restoration, Inc.’s employees if a multi-contractor worksite has 
the potential to expose the employees to lead abatement activities that are not secured 
properly. Employees will be returned once the breach is contained. 

 
Medical Monitoring Program: 

• Initial Medical Surveillance: 
[Biological monitoring - blood lead level & ZPP] - For employees who are removed from exposure 
to lead due to an elevated blood lead, a new blood lead level must be measured monthly. A 
zinc protoporphyrin (ZPP) is required on each occasion that a blood lead level 
measurement is made. 

 
Bornor Restoration, Inc. will arrange for medical services using the nearest medical facility to 
provide initial medical surveillance to any worker occupationally exposed to  lead at or above the 
action level of 30 ug/m3 at no cost to the employee. 
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Medical Surveillance Program: 
Bornor Restoration, Inc. shall set up and maintain a medical surveillance program for all 
employees who are or may be exposed to lead at or above the action level for more than 
thirty (30) days in a twelve (12) month period. This program shall meet the requirements  in 
29 CFR 1926.62 (j), (k) (Physical exam and medical/work history). 

 
• Employees: Bornor Restoration, Inc. in this program shall participate in biological 
monitoring. 

 
Medical Removal: 

Provisions will be made to remove employees from lead hazards in the working environment if 
blood lead levels meet or exceed 50 ug/dl per 29 CFR 1926.62 (k)(1)(i). Full benefits will be 
maintained. 

• Exposure Assessment: 
Job Estimators/Project Managers are responsible for contacting the Safety Director with 3 
days’ notice prior to  starting a project that may expose an employee at or above the OSHA 
PEL of 50 ug/m3. Personal air monitoring may be conducted and laboratory results with a 
hazard assessment will be made available to the employee, department, and Human 
Resources  representative to arrange for necessary medical surveillance. 

 
Lead Hazard Training & Information: 

• All employees engaged in construction activities that may expose them to lead hazards 
will be trained in accordance with the requirements of the OSHA lead in construction standard 

 (l). Contact Safety Director to schedule formal classroom training. 
• Employees shall receive site specific instruction and a review of the lead compliance plan 
shall be conducted by Superintendent/Foremen and /or Safety Director (contact Safety Director for 
assistance). 

 
Clean Up: 

• The work area shall be properly cleaned (wet wiped/HEPA vacuumed) and visibly 
inspected for the presence of lead dust/debris by the competent person before the area is 
opened to the public. Bornor Restoration, Inc. contracts with state certified Lead 
Inspectors and Abatement Companies to perform abatement activities that are required. 

 
Lead Based Paint Waste Disposal: 

• Lead based paint, caulking, glazing waste, lead pipes, leaded solders, etc. shall be 
collected at the job site; sealed in a secure and properly labeled container(s). 
• TCLP (Toxicity Characteristic Leaching Procedure) testing will be conducted to 
determine if lead dust/debris are considered hazardous  waste or construction debris. Contact 
the Safety Director when the containers are full to arrange sampling and analysis. 

 
• DO NOT DISPOSE OF IN THE DUMPSTER. 
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PURPOSE: Bornor Restoration, Inc. safety criteria were developed to minimize the risk of personal injury, 
equipment damage and to insure compliance with recognized safety engineering practices. 

 
SCOPE: This procedure describes required safe practices that shall be followed by each employee when 
working on or near machines or equipment where unexpected movement, release of stored energy, 
energizing of electrical systems, or the flow of gases, fluids or other materials could endanger people. 
Reference: OSHA 29 CFR 1910.147 

 
APPLICATION: This procedure applies to all situations where the unexpected energization, start up, 
movement or release of stored energy of any machines, equipment, or process could endanger anyone 
performing service, maintenance, or associated activities. 

 
EXCEPTIONS: This procedure does not supersede or apply in any part to powerhouse and sub-station 
activities presently covered by procedures unique to the power industry. 

 
Construction and agricultural activities are not subject to the specific steps outlined in this procedure 
unless unexpected energization, start-up, movement or release of stored energy of machines or 
equipment could endanger people. 

 
LOCK-OUT TAG-OUT PROCEDURES: Consult and follow the requirements of Confined Space Entry 
Safety and Health Procedure, if the equipment to be serviced is located in a confined space. 

 
• Implementation of Lock-out Tag-out shall be performed only by authorized employees. 
• The authorized employee shall notify affected employees before performing a Lock-out Tag-out. 
• Before implementing a Lock-out Tag-out, the authorized employee shall become familiar with the 

machine or equipment to be worked on. 
• Specifically, he shall become familiar with the type and magnitude of the energy, the hazards of 

the energy to be controlled, and the methods and means to control the energy. 
• The machine or equipment shall be turned off or shut down using the normal procedures required 

by the machine or equipment for an orderly shutdown. 
• Disconnect all power at its entry point. 
• Apply approved locks to each power. 
• Lock disconnecting means in the OFF position so that only the employee who is exposed may, by 

removing the lock, allow the power to be reapplied. 
• Verify that the energy-isolating device also interrupts the power to all attached or coordinated 

equipment. 
• Employee shall report any equipment that cannot be locked out to the Company’s main office. 

 
Electrical Energy 
The electrical disconnected handle shall be placed in the OFF position and the lock applied. 
The disconnected handle should be operated while standing to one side of the disconnect rather than in 
front of the switch. 
Capacitors in electrical systems shall be grounded before performing work that could endanger people. 
Machines and equipment equipped with a cord and plug shall be unplugged. 
The plug shall be locked in a container specifically designed for this purpose. 
The key for this container shall be in the possession of the employee servicing the machine or equipment. 

 
High Voltage Distribution Switches 

1) The automatic throw-over switch shall be locked to prevent accidental automatic 
switching while working on high voltage distribution switches. 
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2) The electrician shall record the status in the “High Voltage Switching Log” of the high 
voltage switches at the end of each workday if the necessary work has not been 
completed at the end of the workday. 

3) The electrician shall review the “High Voltage Switching Log” before returning to the work 
site to determine status of switch gear. 

4) Upon completion of work, lock shall be removed as outlined above. 
 

Compressed Air or Gases 
1) Compressed gas pressure shall also be shut off and locked out if such pressures could 

result in unexpected movement of the equipment or components. 
2) Equipment using air or other compressed gas supply shall be equipped with a main line 

shut off valve. 
3) The valve must be capable of being locked in the OFF position. 
4) Unless the compressed gas valve allows pressure release, a portion of the pipe shall be 

disconnected to allow pressure release if the trapped energy could endanger people. 
 

Hydraulic Energy 
Equipment using hydraulic pressure shall be locked out by: 
1) Placing the hydraulic pump motor electrical disconnect switch in OFF position 
2) Applying a lock to the disconnect 
3) Bleeding off residual pressure in the piping system, if the energy could endanger people. 

 
Gravity and Stored Energy 

1) Regardless of the power Lock-out Tag-out method employed, safety blocks or other 
mechanical devices shall be used to protect the employee from accidental equipment 
movement. 

2) Bleed off or otherwise dissipate residual pressure in steam, air, gas, and hydraulic 
systems. 

 
Trouble Truck 
When it becomes necessary for the trouble truck operator to Lock-out Tag-out a piece of equipment, the 
employee assigned to perform the repair shall replace the lock with his/her lock before working on the 
equipment 

 
Lockout Verification 

1) After locking out, verify that equipment will not operate. 
2) Return all controls to the OFF position after verification testing. 

 
Testing and Positioning 
When a Lock-out Tag-out device must be temporarily removed from the energy isolating device and the 
machine or equipment energized to test or position the machine, equipment, or component thereof, the 
following sequence shall be followed by an authorized employee. 

1) Clear the machine or equipment of tools and materials. 
2) Ensure that all employees have been safety positioned or removed. 
3) Each Lock-out Tag-out device shall be removed by the employee who applied it as 

outlined above. 
4) Energize and proceed with testing or positing. 
5) De-energize all systems and reapply energy control devices in accordance with the 

procedure in this section. 
 

Transferring Jobs 
When it becomes necessary for one employee to transfer the job to another, they shall coordinate 
replacement of locks to assure that the equipment is continually locked. 
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Lock Removal 
Before Lockout devices are removed and energy is restored to the machine or equipment, the following 
procedures shall be taken by an authorized employee. 

1) Inspect work area to ensure that non-essential items have been removed, and verify that 
machine and equipment components are operationally intact. 

 
2) Ensure that all employees have been safely positioned and removed. 
3) Notify attached employees that the Lock-out Tag-out devices have been removed. 

 
“DANGER” TAG USAGE 

• The appropriate danger tag shall be used with the lock to identify the employee who locked out 
the equipment, and the purpose of the lock. 

• The information on the tag shall include the employee’s name. 
• A danger tag shall not be used without a lock to implement a lockout. 

 
LOCK AND KEY CONTROL 
Lock Issuance 

• Locks shall be issued to each employee who could be endangered by the activation of 
equipment while maintenance, set-up, repair, service or other associated activities are being 
performed. 

• Locks will be issued by the warehouse upon receipt of a proper requisition. 
• An employee who normally is required to Lockout additional sources of power should draw 

out a sufficient quantity of locks. 
• Additional locks may be requisitioned as necessary to achieve total lockout for specific 

equipment. 
 

Control of Key 
• Each lock will be issued one key. 
• The extra key will remain in the warehouse to be issued only to the lock recipient or direct 

Superintendent. 
 

High Voltage Crew 
• The high voltage crew shall be issued a quantity of locks as deemed appropriate by the 

Superintendent. 
• All the locks will have a common key. 
• Each electrician and the Superintendent will have a key. 
• These locks shall be used in strict adherence with the High Voltage Distribution Switches 

Lockout Procedures outlined above. 
 

IDENTIFICATION OF ENERGY CONTROL DEVICES 
• Employee shall properly label any energy control devices for the equipment that they work on, if 

not previously labeled. 
• Any energy control devices, which cannot readily be labeled, shall be brought to the attention of 

the warehouse for review. 
 

TRAINING 
• To ensure maximum awareness of safe work methods, the following personnel shall receive 

training in the Lockout Procedure. 
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• All employees who work on or near machines or equipment under circumstances in which the 
unexpected movement of parts under power, the charging of electrical conductors, or the flow of 
materials, liquids, or gases, could endanger the worker’s safety. 

• The Superintendent/Foremen or employees described above shall also receive training of the 
Lockout Procedure. 

• All new and transferred employees must receive this training prior to their first work assignment 
requiring Lockout. 

• Periodic retraining shall be conducted whenever inspections show that there are deviations from 
or inadequacies in the employee’s knowledge of the Lockout Procedures. 

• Total adherence to the Lockout Procedures shall require of all affected employees. The 
importance of strict compliance to these procedures shall be stressed by all Superintendents. 

 
INSPECTIONS 

• Bornor Restoration shall conduct periodic inspections at least annually to insure that the Lockout 
Procedures are being properly implemented. 

• The inspection shall be performed by a competent person other than the one implementing 
the Lockout. 

• The inspection shall be designed to correct any deviations or inadequacies observed. 
 

Inspection shall be documented. Documentation shall include: 
• Identity of machine, equipment or process inspected; 
• Date of inspection; 
• Name of person performing inspection; 
• The type of work being performed; 
• Any deviations or inadequacies observed; and 
• Corrective action taken. 

Records of these inspections shall be documented and made part of the compliance program. 
 

NON-BORNOR RESTORATION EMPLOYEES 
Whenever outside servicing personnel are to be engaged in activities covered by the scope of this policy, 
Bornor Restoration’s overseeing the outside personnel shall ensure their understanding of Bornor 
Restoration’s Lockout Procedures. 

 
Bornor Restoration’s representative shall review the outside employer’s Lock-Out Tag-Out Procedure to 
assure conformance to all requirements. 
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POLICY: An effective hearing conservation program can prevent hearing loss, improves  employee 
morale and a general feeling of well-being, increase quality of production, and reduce the incidence of 
stress-related disease. In order to comply with the federal Occupational Safety and Health Administration 
Standards (OSHA) 29 CFR 1910.95 and most state plan OSHA requirements, this written program has 
been established for Bornor Restoration, Inc. All Bornor projects and facilities are included and comply 
with this program. Copies of this written program, including a copy of the OSHA Standard, are available 
for review by any employee. 

 
The Safety Director will administer a continuing, effective hearing conservation program whenever 
employee noise exposures are at or above an eight hour time-weighted average (TWA) of 85 dBA. This 
is referred to as the action level. 

 
Minimum requirements of a hearing conservation program are included in the following sections: 

 
• Monitoring Program 
• Audiometric Testing Program 
• Employer Provided Hearing Protection Devices 
• Employee Training 
• Recordkeeping 

 
ASSIGNMENT OF RESPONSIBILITY 
Company Management is responsible for: 

• overall support and involvement in the program, 
• making safety and health a priority in company operations, 
• providing adequate funding for programs, and 
• leading by example regarding safety and health issues. 

 
The Safety Director is responsible for: 

• providing oversight and technical support; 
• securing the resources necessary to implement this program; 
• ensuring that routine safety checks are performed; 
• conducting an annual review of this program to ensure the effectiveness of the program; 

and, 
• ensuring that proper reporting and record keeping is executed. 

 
Superintendent/Foremen are responsible for: 

• compliance with this program at project sites under their supervision; 
• performing routine safety checks of the work area or jobsite to ensure proper use of hearing 

protection and to determine if work performed needs to be re-evaluated with regards to 
respiratory protection; 

• correcting any unsafe practices or conditions immediately; 
• coordinating employee schedules for training; 
• notifying the Safety Director of potential hazards requiring assessments, or improvements to 

the program. 
 

Employees are responsible for: 
• complying with all aspects of this program; 
• cooperating in all safety and health matters; 
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• reporting   incidents   related   to   hearing   protection   to   your Superintendent/Foreman 
immediately; 

• wearing all required personal protective equipment – there are no exceptions; 
• inspecting the equipment in accordance with manufacturer’s guidelines and instructions; 

and, 
• reporting hazardous conditions or other health and safety concerns immediately to your 

Superintendent/Foreman/Project   Manager. 
 

The program is reviewed at least annually to ensure both the safety of the company employees and 
compliance with the OSHA Standards, as well as any state and local requirements. 

 
This program applies to all employees who are required to wear hearing protection during normal work 
operations, as well as during some non-routine or emergency operations. In general, these requirements 
pertain to general industry (shop) work settings. Hearing conservation on construction sites likely has 
different regulatory requirements. 

 
Monitoring 
Monitoring for noise exposure levels will be coordinated by the Safety Director. It is the responsibility of 
Superintendent/Foremen to notify the Safety Director when there is a possible need for monitoring. 
Monitoring will be performed with the use of sound level meters and personal dosimeters at the discretion 
of the Safety Director. 

 
Monitoring will also be conducted whenever there is a change in equipment, process or controls that affect 
the noise levels. This includes the addition or removal of machinery, alteration in building structure, or 
substitution of new equipment in place of that previously used. Superintendent/Foremen must inform the 
Safety Director when these types of changes are instituted. 

 
Audiograms/Hearing Tests 
Employees subject to the Hearing Conservation Program who have time-weighted average (TWA) noise 
exposures of 85 dBA or greater for an eight (8) hour work shift will be required to have both a baseline 
and annual audiogram. The audiograms will be provided by the Company and coordinated by the Safety 
Director with no cost to the employee. Audiometric testing will be performed by a licensed or certified 
audiologist ,otolaryngologist, or physician. 

 
The baseline audiogram will be given to an employee within one (1) month of employment with the 
Company and before any exposure to high noise levels. Annual audiograms will be performed within one 
year from the date of the previous audiogram. It is the responsibility of the Safety Director to schedule the 
annual audiogram. 

 
If an annual audiogram shows that an employee has suffered a standard threshold shift, the employee 
will be retested within thirty (30) days of the annual audiogram. If the retest confirms the occurrence of a 
standard threshold shift, the employee will be notified in writing within twenty-one (21) days of the 
confirmation. Employees who do experience a standard threshold shift will be refitted with hearing 
protection and provided more training on the effects of noise. 

 
Hearing Protection 
Management, Superintendent/Foremen, and employees shall properly wear the prescribed hearing 
protection while working or traveling through any area that is designated as a high noise area. 

 
Hearing protection will be provided at no cost to employees who perform tasks designated as having a 
high noise exposure and replaced as necessary. It is the Superintendent/Foreman’s responsibility to 
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require employees to wear hearing protection when noise levels reach or exceed 85 dBA. Affected 
employees will have the opportunity to choose from at least two different types of hearing protection. 

 
Personal stereo headsets, “iPODS”, or “Walkman,” are not approved for hearing protection and are not 
permitted in any operating area of Company property or work site. 
Signage is required in areas that necessitate hearing protection. It is the responsibility of Safety Director 
to provide signage to the appropriate areas. 

 
Preformed earplugs and earmuffs should be washed periodically and stored in a clean area. Foam 
inserts should be discarded after each use. Hands should be washed before handling preformed 
earplugs and foam inserts to prevent contaminants from being placed in the ear. 

 
Employee Training 
Affected employees will be required to attend training concerning the proper usage and wearing of 
hearing protection. The training will be conducted by the Safety Director, or a designated representative, 
within a month of hire and annually thereafter. 

 
Training shall consist of the following components: 

 
• how noise affects hearing and hearing loss; 
• review of the OSHA hearing protection standard; 
• explanation of audiometric testing; 
• rules and procedures; 
• locations within company property where hearing protection is required; and 
• how to use and care for hearing protection. 

 
Recordkeeping 
All  records  generated  by  this  hearing  conservation  program  are  considered  medical  records  and 
recordkeeping will be conducted in accordance with the Company Recordkeeping Program. 

 
PROGRAM REVIEW 
The Safety Director conducts periodic evaluations of the workplace to ensure that the provisions of this 
program are being implemented. The evaluations include regular consultations with employees who use 
hearing protection and their Superintendent/Foreman, site inspections, noise monitoring and a review of 
records. Identified problems are to be noted and addressed by the Safety Director. 
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PERSONAL PROTECTIVE EQUIPMENT: OSHA 29 CFR 1910.132 

1. Employees will wear PPE. 
2. Bornor Restoration, Inc. is responsible for all PPE. Employee owned PPE must be approved and 

meet all safety guidelines. 
3. Employees will conduct inspection, cleaning, and maintenance of PPE at intervals according to 

the manufacturer’s instructions. They will not use damaged or defective equipment. 
4. Employees will be fit tested by a qualified person for certain PPE items. Employees are required 

to use only properly fitting PPE. 
 

INSTRUCTION / EDUCATION / TRAINING 
1. Instruction, which includes safe work practices and proper use of personal protection equipment, 

shall be required for all employees. 
2. Each masonry employee will complete the Personal Protection Equipment training module given 

online through the Must Safety Program. 
a. Training will be documented on the employee’s Must Safety Program report card. 

3. All employees shall be instructed on the job to perform and may be required to show expertise to 
the Superintendent/Foreman before engaging in work activities or using tools and equipment in 
the performance of jobs. 

4. Re-training will be given under the following conditions: 
a. Changes in the workplace that make previous training obsolete 
b. New assignment for employee or change in job assignment/equipment 
c. Incorrect usage of PPE 
d. Failure to use PPE 
e. Introduction of new PPE 

 
HAZARD ASSESSMENTS 

1. Each task and/or job will be assessed to determine foot, head, eye, face, and hand hazards 
present and the proper PPE that should be worn. The assessments will include observation of 
the following sources of hazards: 

a. Impact: 
i. Flying chips, objects, dirt, particles, collision, motion hazards 

b. Penetration 
i. Falling/dropping objects, sharp objects that cut or pierce 

c. Compression 
i. Rollover or pinching 

d. Chemical 
i. Splashing, burns, fumes 

e. Temperature Extremes 
i. Sparks, burns from high/low temperatures 

f. Harmful dust/debris 
i. Dirt, particles, asbestos, lead 

2. A Hazard Assessment form will be completed for each job/task and will serve as certification that 
a hazard assessment has been performed. 

3. The person conducting the hazard assessment will also survey jobs that are non-routine or 
periodic. In some cases these assessments may not be completed until the jobs are scheduled. 

4. Hazard assessments will be updated/evaluated whenever conditions or procedures change. 
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EYE AND FACE PROTECTION 
1. Approved eye and face protection (MDLCSS, R 408.40624) shall be worn whenever the 

probability exists that an injury may occur as the result of the work being performed. Examples of 
activities requiring eye and face protection are as follows: 

a. Safety glasses with side shields shall be worn by employees when doing the following: 
i. Vehicle and equipment maintenance 
ii. Operation and/or job presents the possibility of an eye injury 
iii. Operating power equipment 

b. Safety glasses or safety goggles with face shields shall be required when: 
i. Drilling, chipping and breaking concrete 
ii. Engaging in tree trimming and removal 
iii. Grinding, milling or drilling with power tools 
iv. Using metal cutting lathes, shapers, drill presses, power hack saws and other 

metal working tools 
v. Using power woodworking tools – either fixed or portable 
vi. Using compressed air for cleaning 
vii. Using punches, chisels or other impact tools 

c. Full face shields shall be used in conjunction with safety glasses when: 
i. Operating brush chippers and stump cutters (plastic or mesh) 
ii. Arc and glass welding as well as cutting operations as required (along with 

properly colored lenses) 
d. Splash Goggles and Full face shields shall be used when: 

i. Handling acids, caustics and other harmful agents 
ii. Maintaining acid battery storage and performing maintenance 
iii. Cleaning parts or equipment with steam, soap or solvents 
iv. Cleaning blood pathogens from surfaces, a full face shield is required 

 
2. Contact lenses are not considered protective equipment. When working with electricity or 

welding, contacts should never be worn. 
 

FOOT PROTECTION 
1. Footwear appropriate for the job being performed (MDLSCC, R 408.40625) shall be worn at all 

times. 
2. Safety toe shoes or boots are required when the possibility of a crush-type injury exists as well as 

around equipment that can cause injury to the foot area. For example: 
a. Power hand movers 
b. Riding mowers, etc. 

3. The wearing of sandals, cloth, or canvas shoes, soft leather sports shoes designed for jogging, 
basketball or tennis, or other sports footwear of similar construction is prohibited for employees 
engaged in concrete, masonry and roofing maintenance and repair. 

a. Employees are expected to wear substantial leather shoes or boots which provide 
adequate support and stability for all environments in which they work. 

b. Inappropriate footwear presents a high risk of sprains from unstable or uneven surfaces, 
puncture wounds from stepping on sharp objects, or bruises and fractures from impacts. 

 
HAND PROTECTION 

1. Appropriate gloves shall be worn when the possibility of injury exists from cuts, burns or handling 
hazardous chemicals. 

2. When protective gloves are provided, they shall be worn by all employees when engaged in work 
requiring such protection. 

3. When protective gloves are impractical, protective creams or tight fitting latex gloves shall be 
utilized when working with substances knows to be skin irritants. 

4. Gloves are not to be worn where their use may cause hands to be caught in moving machinery. 



Bornor Restoration Inc. 
Lansing, Michigan 48906 

108 

PERSONAL PROTECTIVE EQUIPMENT (PPE) 
 

 

 
 
 
 

5. Rings, watches and other wrist or hand jewelry are not to be worn when working with electricity, 
using tools, machinery or ladders or in any circumstances where there is a possibility of catching 
them on something. 

6. Latex gloves must be worn when being exposed to bodily fluids (blood, urine, etc.) 
 

HAIR PROTECTION 
1.   Head coverings, such as hats, caps and hair nets, shall be worn, or hair shall be tied back, by all 

employees with long hair where there is a danger of exposing the hair to any moving part of 
equipment, hooks and machinery, or when directed by managements and/or supervision. 

 
HEAD PROTECTION 

1. An OSHA approved helmet shall be used to protect the employee where a hazard or risk of injury 
exists from falling or flying objects or particles, or from other harmful contact or exposures. 

2. Where there is exposure to electrical contact, helmet liners or wind guards shall not be in contact 
with the outside shell of the helmet. 

3. A metallic helmet shall not be used. 
4. A helmet that has been physically altered, painted or damaged shall not be worn. 
5. An employee shall not physically alter their helmet. 
6. A chin strap shall be provided with a helmet, and shall be used when the employee is exposed to 

weather or work operations that may cause the helmet to be displaced. 
 

HEARING PROTECTION 
1. When employees are subjected to sound exceeding the levels set by MIOSHA health standards, 

as directed by labels on tools and equipment or as directed by management and/or supervision, 
hearing protection shall be worn by employees to reduce exposure to excessive noise levels. 

2. Types of operations that may require the use of hearing protection are: 
a. Brush cutting 
b. Work around air compressors 
c. Air hammers 
d. Grinders 
e. Grounds keeping equipment 
f. Fire vehicle pump apparatus 
g. Chain saws, etc. 

3. No headphones, ear-buds, walkmans, iPods or any other musical devices shall be used or worn 
by anyone, at any time on any Bornor Restoration job. 
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RESPIRABLE CRYSTALLINE (SILICA) 
 

 
POLICY: This Respirable Crystalline Silica Program was developed to prevent employee exposure to 
hazardous levels of Respirable Crystalline Silica that could result through construction activities or nearby 
construction activities occurring on worksites. Respirable Crystalline Silica exposure at hazardous levels 
can lead to lung cancer, silicosis, chronic obstructive pulmonary disease, and kidney disease. It is 
intended to meet the requirements of the Respirable Crystalline Silica Construction Standard (29 CFR 
1926.1153) established by the Michigan Occupational Safety and Health Administration (MIOSHA Part 
690 Silica in Construction). 

 
All work involving chipping, cutting, drilling, grinding, or similar activities on materials containing 
Crystalline Silica can lead to the release of respirable-sized particles of Crystalline Silica (i.e. Respirable 
Crystalline Silica). Crystalline Silica is a basic component of soil, sand, granite and many other minerals. 
Quartz is the most common form of Crystalline Silica. Many materials found on constructions sites 
include Crystalline Silica; including but not limited to – cement, concrete, asphalt, pre-formed structures 
(inlets, pipe, etc.) and others. Consequently, this program has been developed to address and control 
these potential exposures to prevent our employees from experiencing the effects of occupational 
illnesses related to Respirable Crystalline Silica exposure. 

 
SCOPE: This Respirable Crystalline Silica Program applies to all employees who have the potential to 
be exposed to Respirable Crystalline Silica when covered by the MIOSHA Standard. The MIOSHA Silica 
in Construction Standard applies to all occupational exposures to Respirable Crystalline Silica in 
construction work, except where employee exposure will remain below 25 micrograms of Respirable 
Crystalline Silica per cubic meter of air (25 μg/m3) as an 8-hour time-weighted average (TWA) under any 
foreseeable conditions. 

 
RESPONSIBILITIES: Bornor Restoration, Inc. firmly believes protecting the health and 
safety of our employees is everyone’s responsibility. This responsibility begins with upper management 
providing the necessary support to properly implement this program. However, all levels of the 
organization assume some level of responsibility for this program including the following positions. 

 
PROJECT MANAGER / SAFETY DIRECTOR: 

• Conduct job site assessments for Silica containing materials and perform employee Respirable 
Crystalline Silica hazard assessments in order to determine if an employee’s exposure will be 
above 25 μg/m3 as an 8-hour TWA under any foreseeable conditions 

• Select and implement into the project’s Silica Control Plan (SCP) the appropriate control 
measures in accordance with the Construction Tasks identified in MIOSHA’s Construction 
Standard Table 1; and potentially including (but not limited to) - a written SCP, exposure 
monitoring, Hazard Communication training, medical surveillance, housekeeping and others. 

 
NOTE: MIOSHA’s Construction Standard Table 1 is a list of 18 common construction tasks along 
with 
acceptable exposure control methods and work practices that limit exposure for those tasks. 

 
• Ensure that the materials, tools, equipment, personal protective equipment (PPE), and other 

resources (such as worker training) required to fully implement and maintain this Respirable 
Crystalline Silica Program are in place and readily available if needed. 

• Ensure that Superintendent/Foremen and employees are educated in the hazards of Silica 
exposure and trained to work safely with Silica in accordance with MIOSHA’s Silica in 
Construction Standard and MIOSHA’s Hazard Communication Standard. 
Superintendent/Foremen may receive more advanced training than other employees. 
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• Maintain written records of training (for example, proper use of respirators), SCPs, inspections 
(for equipment, PPE, and work methods/practices), medical surveillance (confidential), respirator 
medical clearances (confidential) and fit-test results. 

• Conduct an annual review (or more often if conditions change) of the effectiveness of this 
program and any active project SCP’s that extend beyond a year. This includes a review of 
available dust control technologies to ensure these are selected and used when practical. 

• Coordinate work with other employers and contractors to ensure a safe work environment relative 
to Silica exposure. 

 
Superintendent/Foremen: 

• Ensure all applicable elements of this Respirable Crystalline Silica Program are implemented on 
the project including the selection of a Foreman. 

• Assist the Safety Department in conducting job site assessments for Silica containing materials 
and perform employee Respirable Crystalline Silica hazard assessments in order to determine if 
an SCP, exposure monitoring, and medical surveillance is necessary. 

• Assist in the selection and implementation of the appropriate control measures in accordance 
with the Construction Tasks identified in MIOSHA’s Silica in Construction Standard Table 1; and 
potentially including (but not limited to) - a written Silica Control Plan (SCP), exposure 
monitoring, Hazard Communication training, medical surveillance, housekeeping and others. 

• Ensure that employees using respirators have been properly trained, medically cleared, and fit- 
tested in accordance with the company’s Respiratory Protection Program. This process will be 
documented. 

• Ensure that work is conducted in a manner that minimizes and adequately controls the risk to 
workers and others. This includes ensuring that workers use appropriate engineering controls, 
work practices, and wear the necessary PPE. 

• Where there is risk of exposure to Silica dust, verify employees are properly trained on the 
applicable contents of this program, the project-specific SCP, and the applicable MIOSHA 
Standards (such as Hazard Communication). Ensure employees are provided appropriate PPE 
when conducting such work. 

 
Foreman: 

• Make frequent and regular inspections of job sites, materials, and equipment to implement the 
written SCP. 

• Identify existing and foreseeable Respirable Crystalline Silica hazards in the workplace and take 
prompt corrective measures to eliminate or minimize them. 

• Notify the Superintendent and Safety Director of any deficiencies identified during inspections in 
order to coordinate and facilitate prompt corrective action. 

• Assist the Superintendent and Safety Director in conducting job site assessments for Silica 
containing materials and perform employee Respirable Crystalline Silica hazard assessments in 
order to determine if an SCP, exposure monitoring, and medical surveillance is necessary. 

 
Employees: 

• Follow recognized work procedures (such as the Construction Tasks identified in MIOSHA’s 
Construction Standard Table 1) as established in the project’s SCP and this program. 

• Use the assigned PPE in an effective and safe manner. 
• Participate in Respirable Crystalline Silica exposure monitoring and the medical surveillance 

program. 
• Report any unsafe conditions or acts to the Site Manager and/or Foremen. 
• Report any exposure incidents or any signs or symptoms of Silica illness. 
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DEFINITIONS: 
If a definition is not listed in this section, please contact your Superintendent/Foreman. If your 
Superintendent/Foreman is unaware of what the term means, please contact the Project Manager or your 
Safety Director. 

 
• Action Level means a concentration of airborne Respirable Crystalline Silica of 25 μg/m3, 

calculated as an 8-hour TWA. 
 

• Employee Exposure means the exposure to airborne Respirable Crystalline Silica that would 
occur if the employee were not using a respirator. 

 
• High-Efficiency Particulate Air (HEPA) Filter means a filter that is at least 99.97 percent efficient 

in removing monodispersed particles of 0.3 micrometers in diameter. 
• Permissible Exposure Limit (PEL) means the employer shall ensure that no employee is exposed 

to an airborne concentration of Respirable Crystalline Silica in excess of 50 μg/m3, calculated as 
an 8-hour TWA. 

 
• Respirable Crystalline Silica means Quartz, Cristobalite, and/or Tridymite contained in airborne 

particles that are determined to be respirable by a sampling device designed to meet the 
characteristics for respirable-particle size- selective samplers specified in the International 
Organization for Standardization (ISO) 7708:1995: Air Quality-Particle Size Fraction Definitions 
for Health-Related Sampling. 

 

REQUIREMENTS 
Specified Exposure Control Methods 
When possible and applicable, Bornor Restoration, Inc. will conduct activities with potential Silica  
exposure to be consistent with MIOSHA’s Construction Standard Table 1. Superintendent/Foremen will 
ensure each employee under their supervision and engaged in a task identified on MIOSHA’s  
Construction Standard Table 1 have fully and properly implemented the engineering controls, work 
practices, and respiratory protection specified for the task on Table 1 (unless Bornor Restoration, Inc. has 
assessed and limited the exposure of the employee to Respirable Crystalline Silica in accordance with the 
Alternative Exposure Control Methods Section of this program). 
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The task(s) being performed by Bornor Restoration, Inc. identified on MIOSHA’s Construction Standard 
Table 1 are: 

 
1926.1153(c) SPECIFIED EXPOSURE CONTROL METHODS 1926.1153(c)(1) For each employee engaged in a task identified on 
Table 1, the employer shall fully and properly implement the engineering controls, work practices, and respiratory protection 
specified for the task on Table 1, unless the employer assesses and limits the exposure of the employee to Respirable crystalline 
silica in accordance with paragraph (d) of this section. 

 
 
 
 

Table 1 
Specified Exposure Control Methods When Working With 

Materials Containing Crystalline Silica 

 
Equipment/task 

 
 

Engineering and work practice 
control methods 

Required respiratory 
protection and minimum 

assigned protection 
factor (APF) 

  ≤4 
hours/shift 

>4 
ours/shift 

 
(i) Stationary masonry saws 

 
Use saw equipped with integrated water delivery 

system that continuously feeds water to the 
blade 

 
Operate and maintain tool in accordance with 

manufacturer's instructions to minimize dust 
emissions 

 
None 

 
None 

 
(ii) Handheld power saws (any 

blade diameter) 

 
Use saw equipped with integrated water delivery 

system that continuously feeds water to the 
blade 

 
Operate and maintain tool in accordance with 

manufacturer's instructions to minimize dust 
emissions: 

 
—When used outdoors 

 
—When used indoors or in an enclosed area 

 
None 

APF 10 

 
APF 10 

 
APF 10 
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 Table 1 
Specified Exposure Control Methods When Working With 

Materials Containing Crystalline Silica 

  

 
Equipment/task 

 
 

Engineering and work 
practice control methods 

Required respiratory protectio 
and minimum assigned 
protection factor (APF) 

  ≤4 
hours/shift 

>4 
hours/shift 

 
(iii) Jackhammers 

and handheld 
powered chipping 

tools 

 
Use tool with water delivery system that 
supplies a continuous stream or spray of 

water at the point of impact: 
 

—When used outdoors 

—When used indoors or in an enclosed area OR 

Use tool equipped with commercially available 
shroud and dust collection system 

Operate and maintain tool in accordance with 
manufacturer's instructions to minimize dust 

emissions 
 

Dust collector must provide the air flow 
recommended by the tool manufacturer, or 

greater, and have a filter with 99% 
or greater efficiency and a filter-cleaning 

mechanism: 
 

—When used outdoors 
 

—When used indoors or in an enclosed area 

 
None 

APF 10 

 
None 

APF 10 

 
APF 10 

 
APF 10 

 
APF 10 

 
APF 10 

 
(iv) Handheld and stand- 

mounted drills 
(including impact and rotary 

hammer drills) 

 
Use drill equipped with commercially available shroud 

or cowling with dust collection system 
 

Operate and maintain tool in accordance with 
manufacturer's instructions to minimize dust 

emissions 
 

Dust collector must provide the air flow 
recommended by the tool manufacturer, or 

greater, and have a filter with 99% 
or greater efficiency and a filter-cleaning 

mechanism 
 

Use a HEPA-filtered vacuum when cleaning holes 

 
None 

 
None 
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Table 1 
Specified Exposure Control Methods When Working With 

Materials Containing Crystalline Silica 

 
Equipment/task 

 
 

Engineering and work practice 
control methods 

Required respiratory 
protection and minimum 

assigned protection factor 
(APF) 

  ≤4 
hours/shift 

>4 
hours/shift 

 
(v) Handheld grinders for 

mortar removal (i.e., tuck- 
pointing) 

 
Use grinder equipped with commercially available 

shroud and dust collection system 
 

Operate and maintain tool in accordance with 
manufacturer's instructions to minimize dust 

emissions 
 

Dust collector must provide 25 cubic feet per 
minute (cfm) or greater of airflow per inch of 
wheel diameter and have a filter with 99% or 
greater efficiency and a cyclonic pre-separator 

or filter-cleaning mechanism 

 
APF 10 

 
APF 25 

 
(vi) Handheld grinders for uses 

other than mortar removal 

 
For tasks performed outdoors only: 

 
Use grinder equipped with integrated water 

delivery system that continuously feeds 
water to the grinding surface 

 
Operate and maintain tool in accordance with 

manufacturer's instructions to minimize dust 
emissions 

OR 

Use grinder equipped with commercially available 
shroud and dust collection system 

 
Operate and maintain tool in accordance with 

manufacturer's instructions to minimize dust 
emissions 

 
Dust collector must provide 25 cubic feet per minute 

(cfm) or greater of airflow per inch of wheel 
diameter and have a filter with 99% or greater 
efficiency and a cyclonic pre-separator or filter- 

cleaning mechanism: 
 

—When used outdoors 
 

—When used indoors or in an enclosed area 

 
None 

None 

None 

 
None 

None 

APF 10 
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When implementing the control measures specified in Table 1, Bornor 
Restoration, Inc. shall: 

• For tasks performed indoors or in enclosed areas, provide a means of exhaust as needed to 
minimize the accumulation of visible airborne dust; 

• For tasks performed using wet methods, apply water at flow rates sufficient to minimize release of 
visible dust; 

• For measures implemented that include an enclosed cab or booth, ensure that the enclosed cab 
or booth: 
o Is maintained as free as practicable from settled dust; 
o Has door seals and closing mechanisms that work properly; 
o Has gaskets and seals that are in good condition and working properly; 
o Is under positive pressure maintained through continuous delivery of fresh air; 
o Has intake air that is filtered through a filter that is 95% efficient in the 0.3-10.0 μm range 

(e.g., MERV-16 or better); and 
o Has heating and cooling capabilities. 

• Where an employee performs more than one task included on MIOSHA’s Construction Standard 
Table 1 during the course of a shift, and the total duration of all tasks combined is more than four 
hours, the required respiratory protection for each task is the respiratory protection specified for 
more than four hours per shift. If the total duration of all tasks on Table 1 combined is less than 
four hours, the required respiratory protection for each task is the respiratory protection specified 
for less than four hours per shift 

 
Alternative Exposure Control Methods 
Alternative Exposure Control Methods apply for tasks not listed in OSHA’s Construction Standard Table 
1, or where Bornor Restoration, Inc. cannot not fully and properly implement the engineering controls, 
work practices, and respiratory protection described in Table 1. 

 
First, Bornor Restoration, Inc. will assess the exposure of each employee who is or may reasonably be 
expected to be exposed to Respirable Crystalline Silica at or above the Action Level in accordance with 
either the Performance Option or the Scheduled Monitoring Option. 

 
• Performance Option – Bornor Restoration, Inc. will assess the 8-hour TWA exposure for each 

employee on the basis of any combination of air monitoring data or objective data sufficient to 
accurately characterize employee exposures to Respirable Crystalline Silica. 

• Scheduled Monitoring Option: 
o Bornor Restoration, Inc. will perform initial monitoring to assess the 8-hour TWA exposure for 

each employee on the basis of one or more personal breathing zone air samples that reflect 
the exposures of employees on each shift, for each job classification, and in each work area. 
Where several employees perform the same tasks on the same shift and in the same work 
area, Bornor Restoration, Inc. will plan to monitor a representative fraction of these 
employees. When using representative monitoring, Bornor Restoration, Inc. will sample the 
employee(s) who are expected to have the highest exposure to Respirable Crystalline Silica. 

o If initial monitoring indicates that employee exposures are below the Action Level, Bornor 
Restoration, Inc. will probably discontinue monitoring for those employees whose exposures 
are represented by such monitoring. 

o Where the most recent exposure monitoring indicates that employee exposures are at or 
above the Action Level but at or below the PEL, Bornor Restoration, Inc. will repeat such 
monitoring within six months of the most recent monitoring. 

o Where the most recent exposure monitoring indicates that employee exposures are above 
the PEL, Bornor Restoration, Inc. will repeat such monitoring within three months of the most 
recent monitoring. 
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o Where the most recent (non-initial) exposure monitoring indicates that employee exposures 
are below the Action Level, Bornor Restoration, Inc. will repeat such monitoring within six 
months of the most recent monitoring until two consecutive measurements, taken seven or 
more days apart, are below the Action Level, at which time Bornor Restoration, Inc. will 
probably discontinue monitoring for those employees whose exposures are represented by 
such monitoring, except when a reassessment is required. Bornor Restoration, Inc. will 
reassess exposures whenever a change in the production, process, control equipment, 
personnel, or work practices may reasonably be expected to result in new or additional 
exposures at or above the Action Level, or when Bornor Restoration, Inc. has any reason to 
believe that new or additional exposures at or above the Action Level have occurred. 

 
• Bornor Restoration, Inc. will ensure that all Respirable Crystalline Silica samples taken to satisfy 

the monitoring requirements of this program and MIOSHA are collected by a qualified individual 
(i.e. a Certified Industrial Hygienist) and the samples are evaluated by a qualified laboratory (i.e. 
accredited to ANS/ISO/IEC Standard 17025:2005 with respect to Crystalline Silica analyses by a 
body that is compliant with ISO/IEC Standard 17011:2004 for implementation of quality 
assessment programs). 

 
• Within five working days after completing an exposure assessment, Bornor Restoration, Inc. will 

individually notify each affected employee in writing of the results of that assessment or post the 
results in an appropriate location accessible to all affected employees. 

 
• Whenever an exposure assessment indicates that employee exposure is above the PEL, Bornor 

Restoration, Inc. will describe in the written notification the corrective action being taken to reduce 
employee exposure to or below the PEL. 

 
• Where air monitoring is performed, Bornor Restoration, Inc. will provide affected employees or 

their designated representatives an opportunity to observe any monitoring of employee exposure 
to Respirable Crystalline Silica. When observation of monitoring requires entry into an area 
where the use of protective clothing or equipment is required for any workplace hazard, Bornor 
Restoration, Inc. will provide the observer with protective clothing and equipment at no cost and 
shall ensure that the observer uses such clothing and equipment. 

 
• Once air monitoring has been performed, Bornor Restoration, Inc. will determine its method of 

compliance based on the monitoring data and the hierarchy of controls. Bornor Restoration, Inc. 
will use engineering and work practice controls to reduce and maintain employee exposure to 
Respirable Crystalline Silica to or below the PEL, unless Bornor Restoration, Inc. can 
demonstrate that such controls are not feasible. Wherever such feasible engineering and work 
practice controls are not sufficient to reduce employee exposure to or below the PEL, Bornor 
Restoration, Inc. will nonetheless use them to reduce employee exposure to the lowest feasible 
level and shall supplement them with the use of respiratory protection. 

 
• In addition to the requirements of this program, Bornor Restoration, Inc. will comply with other 

programs and MIOSHA standards, when applicable where abrasive blasting is conducted using 
Crystalline Silica-containing blasting agents, or where abrasive blasting is conducted on 
substrates that contain Crystalline Silica. 

 
Control Methods: 
Bornor Restoration, Inc. will provide control methods that are either consistent with Table 1 or otherwise 
minimize worker exposures to Silica. These exposure control methods can include engineering controls, 
work practices, and respiratory protection. 



RESPIRABLE CRYSTALLINE (SILICA) 

Bornor Restoration Inc. 
Lansing, Michigan 48906 

117 

 

 

 
 

Respiratory Protection: 
Where respiratory protection is required by this program, Bornor Restoration, Inc. will provide each 
employee an appropriate respirator that complies with the requirements of the company’s Respiratory 
Protection Program. 

 
Respiratory protection is required where specified by the MIOSHA Construction Standard Table 1, for 
tasks not listed in Table 1, or where the company has not fully and properly implemented the engineering 
controls, work practices, and respiratory protection described in Table 1. Situations requiring respiratory 
protection include: 

 
• Where exposures exceed the PEL during periods necessary to install or implement feasible 

engineering and work practice controls; 
• Where exposures exceed the PEL during tasks, such as certain maintenance and repair tasks, 

for which engineering and work practice controls are not feasible; and 
• During tasks for which an employer has implemented all feasible engineering and work practice 

controls and such controls are not sufficient to reduce exposures to or below the PEL. 
 

Housekeeping 
Bornor Restoration, Inc. does not allow dry sweeping or dry brushing where such activity could contribute 
to employee exposure to Respirable Crystalline Silica unless wet sweeping, HEPA-filtered vacuuming, or 
other methods that minimize the likelihood of exposure are not feasible. 

 
Bornor Restoration, Inc. does not allow compressed air to be used to clean clothing or surfaces where 
such activity could contribute to employee exposure to Respirable Crystalline Silica unless: 

 
• The compressed air is used in conjunction with a ventilation system that effectively captures the 

dust cloud created by the compressed air; or 
• No alternative method is feasible. 

 
 

Written Silica Control Plan: 
When employee exposure on a construction project is expected to be at or above the Action Level, a 
Written Silica Control Plan (SCP) will be established and implemented. This SCP will contain at least the 
following elements: 

 
• A description of the tasks in the workplace that involve exposure to Respirable Crystalline Silica; 
• A description of the engineering controls, work practices, and respiratory protection used to limit 

employee exposure to Respirable Crystalline Silica for each task; 
• A description of the housekeeping measures used to limit employee exposure to Respirable 

Crystalline Silica; and 
• A description of the procedures used to restrict access to work areas, when necessary, to 

minimize the number of employees exposed to Respirable Crystalline Silica and their level of 
exposure, including exposures generated by other employers or sole proprietors. 

 
The written SCP will designate a Competent Person to make frequent and regular inspections of job sites, 
materials, and equipment to ensure the SCP is implemented. 

 
The written SCP will be reviewed at least annually to evaluate the effectiveness of it and update it as 
necessary. Having said this, SCP’s are project specific and most project durations do not exceed a year. 
The written SCP will be readily available for examination and copying, upon request, to each employee 
covered by this program and/or SCP, their designated representatives, and MIOSHA. 
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Medical Surveillance: 
Medical surveillance will be made available for each employee who will be required to use a respirator for 
30 or more days per year due to their Respirable Crystalline Silica exposure. Medical surveillance (i.e. 
medical examinations and procedures) will be performed by a PLHCP and provided at no cost to the 
employee at a reasonable time and place. 

 
Bornor Restoration, Inc. will make available an initial (baseline) medical examination within 30 days after 
initial assignment, unless the employee has received a medical examination that meets the requirements 
of the MIOSHA Silica in Construction Standard within the last three years. The examination shall consist 
of: 

 
• A medical and work history, with emphasis on past, present, and anticipated exposure to 

Respirable Crystalline Silica, dust, and other agents affecting the respiratory system in addition to 
any history of respiratory system dysfunction, including signs and symptoms of respiratory 
disease (e.g., shortness of breath, cough, wheezing), history of tuberculosis, and smoking status 
and history; 

• A physical examination with special emphasis on the respiratory system; 
• A chest X-ray (a single postero-anterior radiographic projection or radiograph of the chest at full 

inspiration recorded on either film [no less than 14 x 17 inches and no more than 16 x 17 inches] 
or digital radiography systems) interpreted and classified according to the International Labour 
Office (ILO) International Classification of Radiographs of Pneumoconiosis by a NIOSH-certified 
B Reader; 

• A pulmonary function test to include forced vital capacity (FVC) and forced expiratory volume in 
one second (FEV1) and FEV1/FVC ratio, administered by a spirometry technician with a current 
certificate from a NIOSH-approved spirometry course; 

• Testing for latent tuberculosis infection; and 
• Any other tests deemed appropriate by the PLHCP. 

 
Bornor Restoration, Inc. will make available medical examinations that include the aforementioned 
procedures (except testing for latent tuberculosis infection) at least every three years. If recommended 
by the PLHCP, periodic examinations can be more frequently than every three years. 
Bornor Restoration, Inc. will ensure that the examining PLHCP has a copy of the MIOSHA Silica in 
Construction Standard, this program, and the following information: 

• A description of the employee's former, current, and anticipated duties as they relate to the 
employee's occupational exposure to Respirable Crystalline Silica; 

• The employee's former, current, and anticipated levels of occupational exposure to Respirable 
Crystalline Silica; 

• A description of any personal protective equipment (PPE) used or to be used by the employee, 
including when and for how long the employee has used or will use that equipment; and 

• Information from records of employment-related medical examinations previously provided to the 
employee and currently within the control of Bornor Restoration, Inc. 

 
Bornor Restoration, Inc. will ensure that the PLHCP explains to the employee the results of the medical 
examination and provides each employee with a written medical report within 30 days of each medical 
examination performed. The written report shall contain: 

 
• A statement indicating the results of the medical examination, including any medical condition(s) 

that would place the employee at increased risk of material impairment to health from exposure to 
Respirable Crystalline Silica and any medical conditions that require further evaluation or 
treatment; 

• Any recommended limitations on the employee's use of respirators; 
• Any recommended limitations on the employee's exposure to Respirable Crystalline Silica; and; 
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• A statement that the employee should be examined by a Specialist if the chest X-ray is classified 
as 1/0 or higher by the B Reader, or if referral to a Specialist is otherwise deemed appropriate by 
the PLHCP. 

 
Bornor Restoration, Inc. will also obtain a written medical opinion from the PLHCP within 30 days of the 
medical examination. The written opinion shall contain only the following in order to protect the 
employee’s privacy: 

 
• The date of the examination; 
• A statement that the examination has met the requirements of the MIOSHA Silica in Construction 

Standard; and 
• Any recommended limitations on the employee's use of respirators. 

 
If the employee provides written authorization, the written opinion shall also contain either or both of the 
following: 

 
• Any recommended limitations on the employee's exposure to Respirable Crystalline Silica; and/or 
• A statement that the employee should be examined by a Specialist if the chest X-ray is classified 

as 1/0 or higher by the B Reader, or if referral to a Specialist is otherwise deemed appropriate by 
the PLHCP. 

 
If the PLHCP's written medical opinion indicates that an employee should be examined by a Specialist, 
Bornor Restoration, Inc. will make available a medical examination by a Specialist within 30 days after 
receiving the PLHCP's written opinion. Bornor Restoration, Inc. will ensure that the examining Specialist 
is provided with all of the information that the employer is obligated to provide to the PLHCP. 
Bornor Restoration, Inc. will ensure that the Specialist explains to the employee the results of the medical 
examination and provides each employee with a written medical report within 30 days of the examination. 
The written report will contain: 

 
• A statement indicating the results of the medical examination, including any medical condition(s) 

that would place the employee at increased risk of material impairment to health from exposure to 
Respirable Crystalline Silica and any medical conditions that require further evaluation or 
treatment; 

• Any recommended limitations on the employee's use of respirators; and 
• Any recommended limitations on the employee's exposure to respirable crystalline Silica. 

 
In addition, Bornor Restoration, Inc. will obtain a written opinion from the Specialist within 30 days of the 
medical examination. The written opinion shall contain the following: 

 
• The date of the examination; 
• Any recommended limitations on the employee's use of respirators; and 
• If the employee provides written authorization, the written opinion shall also contain any 

recommended limitations on the employee's exposure to Respirable Crystalline Silica. 
 

Hazard Communication: 
Bornor Restoration, Inc. will include Respirable Crystalline Silica in the company’s Hazard 
Communication Program established to comply with the MIOSHA Hazard Communication Standard. 

 
Bornor Restoration, Inc. will ensure that each employee has access to labels on containers of Crystalline 
Silica and those containers respective Safety Data Sheets (SDS’s). 
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All employees will be trained in accordance with the provisions of the MIOSHA Hazard Communication 
Standard and the Training Section of this program. This training will cover concerns relating to cancer, 
lung effects, immune system effects, and kidney effects. 
Bornor Restoration, Inc. will ensure that each employee with the potential to be exposed at or above the 
Action Level for Respirable Crystalline Silica can demonstrate knowledge and understanding of at least 
the following: 

 
• The health hazards associated with exposure to Respirable Crystalline Silica; 
• Specific tasks in the workplace that could result in exposure to Respirable Crystalline Silica; 
• Specific measures Bornor Restoration, Inc. has implemented to protect employees from exposure 

to Respirable Crystalline Silica, including engineering controls, work practices, and respirators to 
be used; 

• The contents of the MIOSHA Silica in Construction Standard; 
• The identity of the Competent Person designated by Bornor Restoration, Inc.; and 
• The purpose and a description of the company’s Medical Surveillance Program. 

 
Bornor Restoration, Inc. will make a copy of the MIOSHA Silica in Construction Standard readily available 
without cost to any employee who requests it. 

 
Recordkeeping: 
Bornor Restoration, Inc. will make and maintain an accurate record of all exposure measurements taken 
to assess employee exposure to Respirable Crystalline Silica. This record will include at least the 
following information: 

 
• The date of measurement for each sample taken; 
• The task monitored; 
• Sampling and analytical methods used; 
• Number, duration, and results of samples taken; 
• Identity of the laboratory that performed the analysis; 
• Type of personal protective equipment (PPE), such as respirators, worn by the employees 

monitored; and 
• Name, social security number, and job classification of all employees represented by the 

monitoring, indicating which employees were actually monitored. 
 

Bornor Restoration, Inc. will ensure that exposure records are maintained and made available. Exposure 
records will be kept for at least 30 years. 

 
The employer shall make and maintain an accurate record of all objective data relied upon to comply with 
the requirements of the MIOSHA Silica in Construction Standard. This record shall include at least the 
following information: 

 
• The Crystalline Silica-containing material in question; 
• The source of the objective data; 
• The testing protocol and results of testing; 
• A description of the process, task, or activity on which the objective data were based; and 
• Other data relevant to the process, task, activity, material, or exposures on which the objective 

data were based. 
 

Bornor Restoration, Inc. will ensure that objective data are maintained and made available. Objective 
data records will be kept for at least 30 years. 
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Bornor Restoration, Inc. will make and maintain an accurate record for each employee enrolled in the 
Medical Surveillance portion of this program. The record shall include the following information about the 
employee: 

 
• Name and social security number; 
• A copy of the PLHCPs' and/or Specialists' written medical opinions; and 
• A copy of the information provided to the PLHCPs and Specialists. 

 
Bornor Restoration, Inc. will ensure that medical records are maintained and made available in 
accordance with 29 CFR 1910.1020. Medical records will be kept under lock and key for at least the 
duration of employment plus 30 years. It is necessary to keep these records for extended periods 
because Silica-related diseases such as cancer often cannot be detected until several decades after 
exposure. However, if an employee works for an employer for less than one year, the employer does not 
have to keep the medical records after employment ends, as long as the employer gives those records to 
the employee. 

 
PROGRAM EVALUATION: 
This program will be reviewed and evaluated on an annual basis by the Safety Director unless changes to 
operations, the OSHA Respirable Crystalline Silica Construction Standard (29 CFR 1926.1153), or 
another applicable OSHA Standard require an immediate re-validation of this program. 
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PURPOSE: This Respiratory Protection Program is established to prevent employee exposure to harmful 
air-borne contaminants and comply with MIOSHA Rule 3502 General Respiratory Protection and OSHA 
29 CFR 1910.132(b); 1910.132(c); 1910.134 and 1910.136. 

 
ASSIGNMENT OF RESPONSIBILITIES 

Management’s and General Foreman’s Responsibilities 
Designing, implementing, and administering the Respirator Protection Program 
Appropriate respirator selection 
Monitoring the overall effectiveness of the program 
Doing regular re-evaluations. 
Hazard identification 
Air sampling (when needed) 
Laboratory analysis 
Work area assessment 
Worker identification 
Maintaining appropriate records as pertains to hazard assessment and worker identification 
Establishing and implementing respirator fit testing 
Training all employees 
Maintaining appropriate records on all fit testing and training for each employee 
Establishing and implementing program for correct care, maintenance, and storage of respirators 
Maintaining appropriate records documenting procedures performed on each respirator 

 
Foremen’s’ Responsibilities 
Analysis and implementation of all feasible engineering controls. 

 
Occupational Health Responsibilities 
Assessing initial physical fitness and regular monitoring of employee health 
Maintaining all appropriate records. 
Caregiver must be a medical physician. 

 
Employer Responsibilities 
Determine need; if respirators are required 
Must establish and maintain a Respiratory Protection Program in compliance with all requirements of rule 
3502 of the Michigan Occupational Health Standards. 
Must provide all employees in the program with respirators appropriate to the purpose intended. 

 
Employee Responsibilities 
Must use, clean, maintain and store respirator in accordance with training given and respiratory protection 
program rules and regulations. 
Shall guard against damaging the equipment as well as report any malfunctions to the responsible 
person. 

 
Hazard Assessment – Implementing Engineering Controls 
Define industrial process and delineate each potentially hazardous work area. 
Identify name, type and quantity of contaminant present by doing area and/or appropriate personal air 
sampling and analysis. Compare present levels to: 

• PEL (Permissible Exposure Limit) 
• Any STEL (Short-Term Exposure Limit) 
• TLV (Threshold Limit Value) for that particular contaminant. 
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Identify workers involved in each area and contaminant(s), as well as contaminant levels to which each 
worker is potentially exposed. 
Consider normal working conditions as well as possible, emergency situations that can reasonably be 
anticipated to arise. 
Whenever possible, institute feasible engineering controls. 
Examples of engineering controls are 

 
• General or localized substitution of less hazardous chemicals for those in use 
• Modify work practices where possible 
• Have worker change his method of operation. 

 
Respirators shall be used whenever instituted. 
On a regular basis, and whenever there is a process change, re-evaluate and monitor the work process 
and contaminant procedures for each work area and/or employee. 
Maintain records describing engineering controls used for each work process. 

 
Respirator Selection 
Selection shall be based on the physical, chemical and physiological properties of the air contaminant, 
the concentration likely to be present, and/or the amount of oxygen in the atmosphere. 
Rule 3502 of the Michigan Occupational Health Standards, lists specific requirements for specific 
hazards; these requirements will be followed. 
When standards for specific occupational hazards require specific respirators, the requirements of that 
standard will be followed (i.e., lead). 
The American National Standards Institute Practices for Respiratory Protection, Section 6 (ANSI Z88. 1- 
1980) shall be used to guide respirator selection. 
Whenever available, NIOSH or MSHA approved, or accepted, respirators should be used. 
Whenever practical, reusable respirators should be assigned to individual employees. 
The name of the employee should be clearly marked on the respirator so that it does not interfere with 
respirator performance. 

 
Respirator Fit Testing and Employee Training 
Fit Testing 

Each employee in the program must be properly trained and fit tested before respirator use. 
There are two protocols for fit testing: qualitative and quantitative. All fit testing protocols are 
completely described in National Institute for Occupational Safety and Health, Guide to Industrial 
Respiratory Protection; one of these protocols will be used when doing fit testing. The Division of 
Occupational Health can also provide this information upon request. Fit Testing is scheduled and 
conducted by the Local BAC Union. A variety of respirators be available to test with. 

 
Timeliness 

Fit testing shall be done regularly (i.e. on an annual basis.). This testing shall be on the exact 
respirator assigned to both the individual and for the specific contaminant that the work process 
will potentially expose the worker. In addition, every time a worker puts on a respirator, he or she 
shall do positive and negative pressure fit testing using the respirator that he or she will be 
wearing. 

 
Written Records 
These will be maintained of the results of every test. 
These records should include the following information at a minimum: 

• Employee name and signature 
• Date 
• Type of fit test performed 
• Examiner name and signature 
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• Exact respirator used 
• Specific results of the test protocol 

 
Training Shall Include: 
Proper fitting instructions including hands on demonstration and practice in a normal atmosphere and 
finally in a test atmosphere. 
Discussion of the contaminant involved: including basic description, route of transmission and its potential 
effects on the human body. 
Discussion of engineering and administrative controls involved. 
Discussion of the respirator selected, its functions, and its limitations. 
Discussion regarding how to recognize and handle emergencies. 
Demonstrations and instructions in the proper care, maintenance, repair and storage of the respirator. 

 
Periodic Checks 
These shall be done to verify worker diligence in observing proper respirator procedures. Training should 
be reinforced periodically; i.e. annually or whenever there is a process or respirator change. 

 
Appropriate documentation must be maintained on all training procedures. 

 
Respirator Care and Maintenance 
The goal of proper care and maintenance is to insure that a respirator retains its original effectiveness. 

 
Basic Elements Shall Include: 
Inspection for defects (including a leak check) 
Cleaning and disinfecting 
Repair 
Storage 

 
Inspection 
Respirator inspection shall include a check of the tightness of connections and the condition of the face 
piece, headbands, valves, connecting tube, and canisters. 
Rubber or elastomer parts shall be inspected for pliability and signs of deterioration. Stretching and 
manipulating rubber or elastomer parts with a massaging action will keep them pliable and flexible and 
prevent them from taking a set during storage. 
All respirators shall be inspected routinely before and after each use. 
A respirator that is not used routinely, such as an emergency escape or rescue respirator, must be 
inspected after every use and at least monthly. 
Self contained breathing apparatus shall be inspected monthly. 
Air and oxygen tanks shall be fully charged according to the manufacturer’s instructions. 
It shall be determined that the regulator and warning devices function properly. 
A record shall be kept of inspection dates and finding for all respirators maintained for emergency use. 
(Attach tags to each respirator) 

 
Cleaning and Disinfecting 
Regularly used respirators shall be routinely cleaned and disinfected. 
Those used by more than one worker shall be cleaned and disinfected after each use. Two tablespoons 
of bleach to one gallon of water makes a good disinfecting solution. 
The respirator should be disassembled and the cartridges, canisters or filters discarded or set aside. 

a. Soak the respirator components in the bleach solution for two minutes and then thoroughly rinse 
in clean warm water. 

b. Air-dry all parts in a clean area, reassembling it when it is dry. 
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Each worker should be responsible for cleaning and inspecting his or her personal respirator, unless 
there is another person designated to do this (if this is the case the program must specify the person 
responsible). 
In any event, each worker should be familiar with all procedures to ensure confident use of the respirator. 
Respirators maintained for emergency use shall be cleaned and disinfected after each use. 

 
Repair: 
Replacement or repairs shall be done only by experienced persons with parts designed for the respirator. 
Manufacturer’s directions must be followed. 
Maintenance of SCBA (Self-contained breathing apparatus) equipment is more difficult. The standard 
requires that reducing or admission valves or regulators on these be returned to the manufacturer or to a 
trained technician for adjustment or repair. 
Other air supplying respirators can be repaired if parts are replaced by a qualified individual with the aid 
of the manufacturer’s literature. 

 
Storage 
After cleaning, inspection, and necessary repair, respirators shall be stored: 

a. To protect against dust, sunlight, heat, extreme cold, excessive moisture or damaging chemicals 
b. Shall be in a clean, sanitary and convenient location. 

Respirators should not be placed in toolboxes unless they are in carrying cases and cartons. Respirators 
should be packed or stored so that the face piece and exhalation valve rest is in a normal position          
to insure that their function will not be impaired by the elastomer setting in an abnormal position. 
Routinely used respirators, such as dust respirators, may be placed in plastic bags. 
Instructions for proper storage of emergency respirators are to be found in “use and care” instructions 
usually mounted inside the carrying case. 

 
Employee Health Surveillance and Monitoring 
Initial Surveillance 
Persons should not be assigned to tasks requiring use of a respirator unless it has been determined that 
they are physically able to perform the work and use of the equipment. 
Pertinent health and physical conditions shall be determined by a medical physician. 
This should include comprehensive physical exam and a patient history questionnaire. 

 
Regular Health Monitoring 
The continuing health status of the employee should be regularly monitored or reviewed (for instance, 
annually). 
Records of the health status for each employee should be maintained by the physician’s office. (Such 
records shall be kept confidential). 

 
Program Evaluation 
This is the responsibility of the administrator of the overall program. In order to insure the continuing 
effectiveness of the program this shall be done on a regular basis, preferably at least annually. The 
program should be updated and changed whenever it is deemed necessary after reevaluation. The 
reevaluation should consider: 

 
Worker Acceptance 

1. Have all Superintendent/Foremen and employees been properly trained and informed of the 
reasons for respirator use? 

2. Are workers understanding and complying with the program as instructed? 
3. If there are problems with worker compliance, what are they and why are they occurring? 
4. Are workers committed to the value of the program? 
5. Is management committed to the value of the program? 
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Inspections 
1. Are these occurring regularly to insure all procedures are being performed as stated in the 

program? 
2. Are appropriate fit tests and respirator care, maintenance and storage being carried out? 
3. Are all appropriate written records being maintained? 

 
Appraisal of Protection Afforded 

1. Are the work processes the same? 
2. Are the contaminants and the levels the same? 
3. Are there any new engineering controls available that may be used? 
4. Have all engineering controls that are feasible been instituted? 
5. Are all respirators being properly maintained? 
6. Are all workers included in the program that should be included? 
7. Is employee health being properly monitored? 

 
Documentation of Evaluation Findings 

1. The results of the evaluation should be written, stating necessary program corrections, along with 
target dates to achieve these corrections. 
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PURPOSE: This safety policy and procedure is to establish guidelines for the protection of Bornor 
Restoration Inc. employees who work on scaffold work surfaces. 

 
APPLICABILITY 
Scaffolding has a variety of applications. It is used in new construction, alteration, routine maintenance, 
renovation, painting, repairing, and removal activities. Scaffolding offers a safer and more comfortable 
work arrangement compared to leaning over edges, stretching overhead, and working from ladders. 
Scaffolding provides employees safe access to work locations, level and stable working platforms, and 
temporary storage for tools and materials for performing immediate tasks. Scaffolding accidents mainly 
involve personnel falls and falling materials caused by equipment failure, incorrect operating procedures, 
and environmental conditions. Additionally, scaffolding overloading is a frequent single cause of major 
scaffold failure. This safety policy and procedure provides guidelines for the safe use of scaffolds. It 
includes training provisions and guidelines for scaffold erection and use. 

 
REFERENCE 
This safety policy and procedure is established in accordance with Occupational Safety and Health 
Standards for General Industry (29 CFR 1910.28) and Occupational Safety and Health Standards for 
Construction Industry (29 CFR 1926.451). 

 
POLICY 
Scaffolds shall be erected, moved, dismantled, or altered only under the supervision of a competent 
person and will have guardrails and toeboards installed.  All scaffold inspections shall be conducted by a 
competent person. When scaffolding hazards exist that cannot be eliminated, then engineering practices, 
administrative practices, safe work practices, Personal Protective Equipment (PPE), and proper training 
regarding Scaffolds will be implemented. These measures will be implemented to minimize those hazards 
to ensure the safety of employees and the public. 

 
RESPONSIBILITIES 
It is the responsibility of each Superintendent/Foreman, and employee to ensure implementation of 
Bornor Restoration Inc.’s safety policy and procedure on Scaffolds. It is also the responsibility of each 
Bornor Restoration Inc. employee to report immediately any unsafe act or condition to his or her 
Superintendent/Foreman. 

 
PROCEDURES 
This section provides applicable definitions, establishes general provisions, 
and identifies specific responsibilities required by Bornor Restoration Inc.’s 
safety policy and procedure on Scaffolds. 

 
DEFINITIONS 
Brace: A tie that holds one scaffold member in a fixed position with respect to another member. Brace 
also means a rigid type of connection holding a scaffold to a building or structure. 
Coupler: A device for locking together the component tubes of a tube and coupler scaffold.  
Harness: A design of straps which is secured about the employees in a manner to distribute the 
arresting forces over at least the thighs, shoulders, and pelvis, with provisions for attaching a lanyard, 
lifeline, or deceleration device. 
Hoist: A mechanical device to raise or lower a suspended scaffold. It can be mechanically powered or 
manually operated. 
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Maximum Intended Load: The total load of all employees, equipment, tools, materials, transmitted, 
wind, and other loads reasonably anticipated to be applied to a scaffold or scaffold component at any one 
time. 
Mechanically Powered Hoist: A hoist which is powered by other than human energy. 
Outriggers: The structural member of a supported scaffold used to increase the base width of a scaffold 
in order to provide greater stability for the scaffold. 
Platform: The horizontal working surface of a scaffold. 
Safety Belt: A strap with means for securing about the waist or body and for attaching to a lanyard, 
lifeline, or deceleration device. 
Scaffold: Any temporary elevated or suspended platform and its supporting structure used for supporting 
employees or materials or both, except this term does not include crane or derrick suspended personnel 
platforms. 

 
TRAINING 
All affected employees will receive instruction and training on the particular types of scaffolds which they 
are to use. Training should focus on proper erection, handling, hazards (fall, electrical, falling objects, 
and weather conditions), use, inspection, load capacities and care of the scaffolds. Training must also 
include the installation of fall protection, guardrails, and the proper use and care of fall arrest equipment. 
This training should be done upon initial job assignment. Retraining shall be done when job conditions 
change. Periodic refresher training shall be done at the discretion of the job foreman. 
Each masonry employee will complete the “Scaffold” portion of the Must Be Safe online safety training 
program. 

 
SAFE SCAFFOLD ERECTION AND USE 
Safe scaffold erection and use is important in minimizing and controlling the hazards associated with their 
use. Scaffold work practices and rules should be based on: 

• Sound design 
• Selecting the right scaffold for the job 
• Assigning personnel 
• Fall protection 
• Guidelines for proper erection 
• Guidelines for use 
• Guidelines for alteration and dismantling 
• Inspections 
• Maintenance and storage 

 
TYPES OF SCAFFOLDS 
Bornor Restoration Inc. uses many different types of scaffolds. The three major categories are: 

• Self-supporting scaffolds 
• Suspension scaffolds 
• Special use scaffolds 

Self-supporting scaffolds are one or more working platforms supported from below by outriggers, 
brackets, poles, legs, uprights, posts, frames, or similar supports. The types of self-supporting scaffolds 
include: 

• Fabricated Frame 
• Tube and Coupler 
• Mobile 
• Pole 
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Suspension scaffolds are one or more working platforms suspended by ropes or other means from an 
overhead structure(s). The types of suspension scaffolds include: 

• Single-Point Adjustable (Boatswain’s Chairs) 
• Two-Point Adjustable (Swing Stage) 
• Multiple-Point Adjustable 
• Multi-Lend 
• Category 
• Float (Ship) 
• Interior Hung 
• Needle Beam 

Special use scaffolds and assemblies are capable of supporting their own weight and at least 4 times 
the maximum intended load. The types of special use scaffolds include: 

• Form and Carpenter Basket 
• Roof Bracket 
• Outrigger 
• Pump Jack 
• Ladder Jack 
• Window Jack 
• Horse 
• Crawling Boards 
• Step, Platforms, and Trestle Ladder 

 
RESPONSIBILITIES 
Foreman will not allow any employee who has not received the required training to perform any of the 
tasks or activities related to scaffold erection and/or dismantling. Foreman will communicate appropriate 
needs to Superintendent/Foreman will ensure that all employees are provided with PPE as necessary for 
their job. Foreman will ensure that a competent person is in charge of scaffold erection according to the 
manufacturer’s specifications. 

 
Competent Person will oversee the scaffold selection, erection, use, movement, alteration, dismantling, 
maintenance, and inspection. The competent person will be knowledgeable about proper selection, care, 
and use of the fall protection equipment. Additionally, the competent person shall assess hazards. 
Employees shall comply with all applicable guidelines contained in this safety policy and procedure. 
Employees will report damaged scaffold, accessories, and missing or lost components. Employees will 
assist with inspections as requested. 
Safety Director will provide prompt assistance to general foremen, foremen, or others as necessary on 
any matter concerning this safety policy and procedure. The Safety Director will assist in developing or 
securing required training. Safety Director will also ensure that all newly purchased scaffolds comply with 
current safety regulations and this safety policy and procedure. 

 
SAFETY REQUIREMENTS FOR SCAFFOLDS 

• The footing or anchorage for scaffolds shall be sound, rigid, and capable of carrying the 
maximum intended load without settling or displacement. Unstable objects such as barrels, 
boxes, loose brick, or concrete blocks shall not be used to support scaffolds or planks. 

• No scaffold shall be erected, moved, dismantled, or altered except under the supervision of 
competent persons or as requested for corrective reasons by safety personnel. 

• Guardrails and toeboards shall be installed on all open sides and ends of platforms more than 6 
feet above the ground or floor, except needle beam scaffolds and floats. Scaffolds 4 feet to 10 
feet in height having a minimum horizontal dimension in either direction of less than 45 inches 
shall have standard guardrails installed on all open sides and ends of the platform. 
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• Guardrails must be 2 x 4 inches, or the equivalent, not less than 36 inches or more than 
approximately 42 inches high, with midrails, when required, of 1 x 4 inch lumber, or the 
equivalent. Supports must be at intervals not to exceed 8 feet. Toeboard and the guardrail shall 
extend along the entire opening. 

• Scaffolds and their components must be capable of supporting without failure at least 4 times the 
maximum intended load. 

• Any scaffold, including accessories such as braces, brackets, trusses, screw legs, ladders, 
couplers, etc., damaged or weakened from any cause must be repaired or replaced immediately, 
and shall not be used until repairs have been completed. 

• All load-carrying timber members of scaffold framing shall be a minimum of 1,500 fiber (Stress 
Grade) construction lumber. 

• All planking must be Scaffold Grades, or equivalent, as recognized by approved grading riles for 
the species of wood used. The maximum permissible span for 2 x 9 inch or wider planks is 
shown in the following: 

The maximum permissible span for 1-1/4 x 9 inch or wider plank of full thickness shall be 
4 feet with medium duty loading of 50 p.s.i. 

• All planking or platforms must be overlapped (minimum 12 inches) or secured from movement. 
• An access ladder or equivalent safe access must be provided. 
• Scaffold plank must extend over their end supports not less than 6 inches or more than 18 

inches. 
• The poles, legs, or uprights of scaffolds must be plumb and securely and rigidly braced to prevent 

swaying and displacement. 
• Overhead protection must be provided for employees on a scaffold exposed to overhead 

hazards. 
• Any scaffold equipment that is found to be defective or unsafe will be tagged to prevent future 

use. 
• Slippery conditions on scaffolds shall be eliminated immediately after they occur. 
• No welding, burning, riveting, or open flame work shall be performed on any staging suspended 

by means or fiber of synthetic rope. Only treated or protected fiber or synthetic ropes shall be 
used for or near any work involving the use of corrosive substances or chemicals. 

• Wire, synthetic, or fiber rope used for scaffold suspension shall be capable of supporting at least 
6 times the intended load. 

• Scaffolds shall be provided with a screen between the toeboard and guardrail, extending along 
the entire opening, consisting of No. 18 gauge U.S. Standard wire one-half inch mesh or the 
equivalent, when personnel are required to work or pass underneath the scaffolds. 

• A safe distance from energized power lines shall be maintained. 
• Tag lines shall be used to hoist materials to prevent contact. 
• Suspension ropes shall be protected from contact with heat sources (welding, cutting, etc.) and 

from acids or other corrosive substances. 
• Scaffolds shall not be used during high wind and storms. 
• Ladders and other devices shall not be used to increase working heights on scaffold platforms. 
• Scaffolds shall not be moved while employees are on them. 
• Loose materials, debris, and/or tools shall not be accumulated to cause a hazard. 
• Employees working on suspended scaffolds shall employ a fall-arrest system. 
• Scaffold components shall not be mixed or forced to fit which may reduce design strength. 
• Scaffolds and components shall be inspected at the erection location. Scaffolds shall be 

inspected before each work shift, after changing weather conditions, or after prolonged work 
interruptions. 

• Casters and wheel stems shall be pinned or otherwise secured in scaffold legs. Casters and 
wheels must be positively locked if in a stationary position. 

• Tube and coupler scaffolds shall be tied to and securely braced against the building at intervals 
not to exceed 30 feet horizontally and 26 feet vertically. 
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POLICY: The purpose of this Policy is to promote the safety of those individuals who drive company 
vehicles. Vehicle accidents are costly to our company, but more importantly, they may result in injury to 
you or others. It is the driver’s responsibility to operate the vehicle in a safe manner and to drive 
defensively to prevent injuries and property damage. As such, the Company endorses all applicable state 
motor vehicle regulations relating to driver responsibility. The Company expects each driver to drive in a 
safe and courteous manner pursuant to the following safety rules. The attitude you take when behind the 
wheel is the single most important factor in driving safely. Refer to OSHA 29 CFR 1926 Subpart O and 
1926.601 

 

DRIVER ELIGIBILITY 
• Company vehicles are to be driven by authorized employees only, except in emergencies, or in 

case of repair testing by a mechanic. Spouses and other family members are not authorized to 
drive the Company vehicle. 

• Any employee who has a driver’s license revoked or suspended shall immediately notify Safety 
Director or Office Manager at Bornor Restoration’s main office, and discontinue operation of the 
Company vehicle. Failure to do so may result in disciplinary action, including termination. 

• All accidents, regardless of severity, must be reported to the police and to the Office Manager. 
Failing to stop after an accident and/or failure to report an accident may result in disciplinary 
action, including termination. 

• Drivers must immediately report all summonses received for moving violations during the 
operation of a Company vehicle to the Office Manager. 

• All CDL drivers must comply with all applicable D.O.T. regulations, including successful 
completion of medical, drug, and alcohol evaluations. 

• Motor Vehicle Records will be ordered periodically to assess employees’ driving records. An 
unfavorable record will result in a loss of the privilege of driving a Company vehicle. 

 
The following system will be used to determine eligibility to operate a Company vehicle: 
• ALL T YP E ‘A’ VIOLATIONS (as defined below) WILL RESULT IN TERMINATION OF DRIVING 

PRIVILEGES FOR EMPLOYEES AND WILL DISQUALIFY ANY POTENTIAL DRIVER 
EMPLOYEES. 

• ANY DRIVERS (EMPLOYEES OR APPLICANTS) SHOWING ONE OF THE FOLLOWING WILL BE 
RESTRICTED FROM DRIVING COMPANY VEHICLES: 

 One (1) or more type ‘A’ violations in the last 3 years. 
 Three (3) or more accidents (regardless of fault) in the last 3 years. 
 Four (4) or more type ‘B’ violations in the last 3 years. 
 Any combination of accidents and type ‘B’ violations which equal four (4) or more 

in the last 3 years. 
 

 T ype ‘ A’ Violation s:  
• Driving While Intoxicated 
• Driving While Under the Influence of Drugs 
• Negligent Homicide Arising Out of the Use of a Motor Vehicle (Gross Negligence) 
• Operating During Period of Suspension or Revocation 
• Using a Motor Vehicle for the Commission of a Felony 
• Aggravated Assault with a Motor Vehicle 
• Operating a Motor Vehicle Without the Owners Authority (Grand Theft) 
• Permitting an Unlicensed Person to Drive 
• Reckless Driving 
• Speed Contest (Racing) 
• Hit and Run (Bodily Injury or Property Damage) 
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 T ype ‘B’ Violation s  
• All Moving Violations Not Listed as Type ‘A’ Violations 

 
DRIVER SAFETY RULES 

• The use of a Company vehicle while under the influence of intoxicants and other drugs is 
forbidden and is sufficient cause for discipline, including termination. 

• No driver shall operate a Company vehicle when his/her ability to do so safely has been 
impaired by illness, fatigue, injury, or prescription medication. 

• All drivers and passengers operating or riding in Company vehicles must wear seat belts, 
even if air bags are available. 

• No unauthorized personnel (e.g. hitch-hikers) are allowed to ride in Company vehicles. 
• Drivers are responsible for the security of Company vehicles assigned to them. The 

vehicle engine must be shut off, ignition keys removed, and vehicle doors locked 
whenever the vehicle is left unattended. If the vehicle is left with a parking attendant, 
only the ignition key is to be left. 

• Headlights shall be used ½ hour after sunset and ½ hour before sunrise, or during 
inclement weather, or at any time when a distance of 500-feet ahead of the vehicle 
cannot be seen clearly. Leave headlight switch in the Auto On position. 

• All other state laws, local laws, or D.O.T. Motor Carrier Safety Regulations must be 
obeyed. 

 
DEFENSIVE DRIVING RULES 

• Drivers are required to maintain a safe following distance at all times. To estimate your 
following distance, pick a stationary object ahead of you. As the vehicle in front of you 
passes the object, begin counting 1001, 1002, 1003, etc. until you reach the same object. 
This counts the number of seconds between you and the vehicle ahead of you. 

 Drivers of passenger vehicles should keep a two-second interval between their 
vehicle and the vehicle immediately ahead. During slippery road conditions, the 
following distance should be increased to at least four-seconds. 

 Drivers of heavy trucks should keep a minimum of a three-second interval when 
not carrying cargo; and at least four-seconds when fully loaded. Following 
distance should also be increased when adverse conditions exist. 

• Drivers must yield the right of way at all traffic control signals and signs requiring them to 
do so. Drivers should also be prepared to yield for safety’s sake at any time. 
Pedestrians and bicycles in the roadway always have the right of way. 

• Avoid driving in other driver’s blind spots; attempt to maintain eye contact with the other 
driver, either directly or through mirrors. 

• Drivers must honor posted speed limits. In adverse driving conditions, reduce speed to a 
safe operating speed that is consistent with the conditions of the road, weather, lighting, 
and volume of traffic. Tires can hydroplane on wet pavement at speeds as low as 40 
MPH. 

• Turn signals must be used to show where you are heading; while going into traffic and 
before every turn or lane change. 

• When passing or changing lanes, view the entire vehicle in your rear view mirror before 
pulling back into that lane. 

• Be alert of other vehicles, pedestrians, and bicyclists when approaching intersections. 
Never speed through an intersection on a caution light. Approach a stale green light with 
your foot poised over the brake to reduce your reaction time should it be necessary to 
stop. When the traffic light turns green, look both ways for oncoming traffic before 
proceeding. 

• When waiting to make left turns, keep your wheels facing straight ahead. If rear-ended, 
you will not be pushed into the lane of oncoming traffic. 
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• When stopping behind another vehicle, leave enough space so you can see the rear 
wheels of the car in front. This allows room to go around the vehicle if necessary, and 
may prevent you from being pushed into the car in front of you if you are rear-ended. 

• Avoid backing where possible, but when necessary, keep the distance traveled to a 
minimum and be particularly careful. 

 Check behind your vehicle. Operators of heavy trucks should walk around their 
vehicle before backing and/or have someone guide you. 

 Back to the driver’s side. Do not back around a corner or into an area of no 
visibility. 

 
WHAT TO DO IN CASE OF AN ACCIDENT 
In an attempt of minimize the results of an accident, the driver must prevent further damages or injuries 
and obtain all pertinent information and report it accurately. 

 
• Call for medical aid if necessary. 
• Secure accident scene – pull onto shoulder or side of the road, redirect traffic, set up 

road flares/reflectors, etc. 
• Call the police. All accidents, regardless of severity, must be reported to the police. If 

the driver cannot get to a phone, he should write a note giving location to a reliable 
appearing motorist and ask him to notify the police. 

• Record names and addresses of driver, witnesses, and occupants of the other vehicles 
and any medical personnel who may arrive at the scene. 

• Complete the Vehicle Incident Report form. Pertinent information to obtain includes: 
 License number of other drivers 
 Insurance company names and policy numbers of other vehicles 
 Make, year, model of other vehicles 
 Date and time of accident 
 Overall road and weather conditions 

• Draw a diagram of the accident scene and note the street names and locations of traffic 
signs, signals, etc. 

• Do not discuss the accident with anyone at the scene except the police. Do NOT accept 
any responsibility for the accident. DON’T argue with anyone. 

• Provide the other party with your name, address, phone number, driver’s license number, 
and insurance information. 

• Immediately report the accident to Bornor Restoration’s main office. Provide a copy of 
the accident record and/or your written description of the accident to Bornor Restoration’s 
main office ASAP. 

• Cooperate fully with any follow-up from Auto Insurance Claims personnel. 
 

VEHICLE MAINTENANCE 
Proper vehicle maintenance is a basic element of any fleet safety program, not only to ensure a safe, 
roadworthy vehicle, but also to avoid costly repair expenses and unexpected breakdowns. 

 
• Registration and inspection is the responsibility of the assigned driver. 

 Drivers of D.O.T. regulated vehicles are required to inspect their vehicle prior to 
usage, documenting and notifying the company mechanic of deficiencies found. 

 In addition to inspections required by law for passenger vehicles, routine 
inspections of critical items, such as brakes, lights, tires, wipers, etc., must also 
be completed by drivers of passenger vehicles. 

• The vehicle should be cleaned (interior & exterior) regularly to help maintain its good 
appearance for you and the Company. A clean vehicle makes a good impression on 
customers. 
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• The vehicle manufacturer’s maintenance schedule should be referenced and closely 
following regarding recommended maintenance intervals. 

 
Vehicle Accident Preventability 

The following are procedures to identify accident producing situations where pre-planning 
may enable a licensed property driver to respond appropriately; 

 
Intersections 
Approach, enter and cross intersections prepared to avoid accidents that might occur through the action 
of other drivers in the intersection. 
Complex traffic movement, blind intersections or failure of the “other driver” indicates possible problems 
due to excess speed, crossing the lane in turning or coming from behind a blind spot. 
Property drivers must consider these actions to avoid a potential accident. 

 
Backing Up 
Whenever possible position vehicle so that backing up is not necessary. 
Whenever possible, get another person to help guide the maneuver. 
A driver is not relieved of the responsibility to back safely when a guide is involved in the maneuver. 
A guide cannot control the movement of the vehicle; therefore, a driver must check all clearances 
(walking around the vehicle, position and check mirrors, etc.). 

 
Front End Collision 
Maintain safe following distance at all times. 
Be prepared for possible obstructions in the roadway. 
Do not overdrive headlight in periods of low light. 
The vehicle should be able to stop within the forward distance illuminated by the headlights of the vehicle. 

 
Rear End Collision 
Maintain a margin of safety in following distance. 
Michigan Law requires that you allow two (2) seconds between yourself and the car you are following. 
Rear end collisions preceded by roll back, an abrupt stop at a grade crossing, when a traffic signal 
changes, or when the driver ahead fails to signal a turn at an intersection can be prevented. 
Use turn signals to indicate intentions and slow down gradually. 

 
Passing 
Use good judgment in determining whether to pass. 
Anticipate unexpected maneuvers by the vehicle being passed or on the part of oncoming traffic. 
If a pass cannot be made in total safety, do not pass. 

 
Being Passed 
Sideswipes and cut-offs can be prevented by slowing down or moving to the right where possible. 

 
Lane Encroachment 
Be willing to yield to other vehicles or wait for a break in traffic 
Make extra allowances in areas of limited sight distances. 
Drop back when it is apparent the other driver is forcing the issue or contesting a common portion of the 
road. 

 
Opposing Vehicles (Head-On Sideswipe) 
Maintain speed and alertness to or surroundings to be able to take evasive actions when a vehicle enters 
your traffic lane. 
Signal the opposing driver with lights or horn if possible to warn of possible encroachment. 
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Turning 
Avoid squeeze plays at left or right turns involving other vehicles, scooters, bicycles or pedestrians. 
Always signal, properly position vehicle for turn, check rearview mirrors, and check pedestrian lanes. 
U-turns that result in an accident are preventable. 

 
Pedestrians 
Traffic regulation and court decisions general favor the pedestrian. 
Be aware of pedestrian taking unusual routes through traffic. 
School zones, shopping areas, residential streets must be traveled at reduced speeds equal to the 
particular situation. 
Many bicycles, motor scooters and similar equipment may be operated by young and inexperienced 
operators. Keeping with posted speed limits is not taking proper precaution when unusual conditions call 
for a voluntary reduction of speed. 

 
Weather 
Adjust driving to adverse weather conditions (rain, snow, fog, sleet, or icy pavement). 
Be sure wipers are working properly and all windows are kept clean. 

 
Fixed Objects 
Check and properly judge clearances. 
Take extra precautions on routes, resurfaced pavement and viaducts, inclined entrances, marquees 
projecting over traveled sections of road and similar situations. 

 
Parking 
Properly block wheels, turn them into curb, and turn off and lock the vehicle when parking. 

 
Miscellaneous 
Take extra precautions with a projecting load. 
Secure loose objects, loose tarpaulins, covers, chains and doors. 

 
Vehicle Care 
As stated in the introduction, your vehicle is a valuable asset if used and maintained properly. To insure 
years of continued use, a comprehensive maintenance schedule must be established and adhered to. All 
new vehicles are equipped with manufacturer’s recommended maintenance schedule. This should be 
used as a guide when establishing your own schedule by typically these schedules have longer periods 
between service than should be used. Your vehicle will be making mostly short, stop-and-go trips that are 
especially hard on vehicles. If your vehicle is equipped to plow snow it will receive even more wear 
requiring more frequent servicing. One way to compensate for the added wear of snow plowing is to 
assign a mileage value to each hour of snow plowing. In addition to the mechanical maintenance of the 
vehicle, consideration must also be given to the person assigned the task. A schedule for washing and 
waxing the exterior should also be compiled and posted. During the winter months more frequent 
washings will be required to keep the salt off the vehicle. 

 
Vehicles’ Drivers’ License 
Operators of company-owned vehicles or employees using personal vehicles on company business shall 
possess a valid operator’s license and shall obey all state and local laws and ordinances. Employees 
transporting other employees in a company-owned vehicle must possess a chauffeur’s license. 

 
Vehicle Employee Use 
Employees use will be limited to business related travel. This may include pick-ups, trucks of various 
GVW, transporting men, materials, and equipment to and from job sites, snow removal, or in the case of 
larger or scattered sites, just going from the shop to the unit requiring service. All use will be supervised 
and have the prior approval of the manager. 
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Vehicle Equipment and Security 
Operators shall turn engines off, lock ignition, remove keys, put the vehicle in gear or park, and set the 
emergency brake securely every time upon leaving the vehicle, except for diesel powered units. An 
exception shall be permitted when auxiliary equipment is needed, such as operating emergency 
equipment, warning devices or radios. 
When parking downhill on a grade, operators shall turn the wheels toward the curb. 
When parking uphill on a grade, wheels shall be turned away from the curb. 
Employees shall not permit the public to climb on vehicles and equipment or handle tools and other 
property apparatus. 
All items on or in the truck cab or bed shall be secured for unanticipated shifting or movement due to 
turns, fast stops, acceleration, etc. 
Truck bins and truck cabs shall be kept free of dirt and unnecessary items. 
All employees who drive company-owned vehicles or their own vehicle on company business shall 
perform as “professional drivers” by following all applicable laws and rules governing the safe operation of 
their vehicle. They shall do their utmost to avoid all accidents, damage to their vehicles, and safeguard 
the life and property of others. 
A preventable accident is defined as follows: “An accident where the driver could have, but failed to drive 
in such a manner as to identify accident producing situations soon enough to take reasonable and 
prudent action to avoid an accident”. 
All accidents and vehicle damage shall be reported immediately to the police department and the 
employee’s Superintendent/Foreman. As soon as possible after the incident, the appropriate incident 
form shall be completed with a copy being forwarded to the main office. 

 
Vehicle Incident Report – Instructions 
In spite of every precaution we can possibly take, accidents will happen. We want you to be aware that 
we recognize this fact and that we will do everything within our power to help you through any accident 
involving a vehicle. We have attempted to provide adequate safety equipment and to assure its proper 
operation at all times. We are fully insured against any loss to the vehicle, our primary concern is to you 
and your passengers. 

 
To assist you and us in handling any accident we have prepared an Incident Repair – Vehicles form. It 
needs to be placed in the vehicle for use in case of an accident. We have made an effort to keep this 
form as easy to fill out as possible. If you have trouble filling out the report, you may ask the police officer 
to assist you. It is very important that you do three (3) things anytime you have an accident, no matter 
how minor it seems: 

 
Call the police; we will need a police report for the insurance company. 
Call management. 
Complete the Incident Report – Vehicles. 

 
This will provide us the information we need to provide to our insurance company. 

 
Vehicle Inspection 
The operator and/or person designated by management shall be responsible for proper inspection of the 
vehicle. 
Defects or damage shall be reported to the Superintendent/Foreman as soon as discovered. 
Defects or damage which in the opinion of management would render the vehicle unsafe to operate shall 
be corrected before the vehicle is returned to service. 
Vehicles with steering and brake defects shall not be driven. 
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Vehicle Insurance / Licensing 
It will be the Superintendent’s responsibility to assure that the vehicle is properly licensed and has 
adequate insurance coverage at all times. 
Employees must have a valid operator’s license to drive the vehicle under normal circumstances. 
However, if employees are to be transported, a Ch auf feur’s license wi ll be re quir e d . 
For employees who drive 26,000+ Gross Vehicle Weight (GVW) rating trucks with trailers and air brakes, 
a Commercial Drivers License (CDL) is required, and tanker endorsements. 
You can check out The CDL Knowledge Test Review study guide from the main office. Also available for 
use are three VCR tapes; 

 
• The CDL Knowledge Test Review 
• Preparing For the CDL Road Test 
• Preparing For the CDL Off Road Test 

 
All drivers will have a good driving record (less that two (2) moving violations in the past two (2) years, 
and no alcohol related citations). 
All drivers will be in good health, be free of significant impairments or restrictions (vision loss beyond what 
corrective lenses will handle), and able to pass a proficiency test if requested. 

 
Employees should get on and off the truck at the right or curbside (passenger side) when practical. 
Unauthorized personnel shall NOT be transported in a company vehicle, or in a private vehicle when on 
company business. 
Employees shall always stay clear of trailers maneuvering in loading areas or yards. 

 
Vehicle Prohibited Uses 
At no time will the vehicle be used to transport any person requiring emergency medical treatment unless: 

 
• Ordered to do so. 
• And, accompanied by an authorized member of the local emergency services (Police, Fire or 

EMS personnel) when an ambulance is not available. 
 

Vehicle Safety 
Every effort will be made to keep the vehicle in safe operating condition. To enhance these precautions 
the following special steps will be taken when using the vehicle: 

 
HANDS-FREE ONLY devices can be used while driving and only if absolutely necessary. 
The headlights will be turned ON. 
The doors will be LOCKED. 
Driver and passengers WILL FASTEN SEAT BELTS. No tampering with Belts and Shoulder Harnesses. 
Smoking is NOT permitted (some of your passengers may suffer respiratory ailments). 
If towing trailers - Do Not disconnect trailer from the vehicle while using for work purposes. 

 
All occupants of company-owned vehicles and privately owned vehicles being used on company business 
shall comply with the Michigan seat belt law. 
The employee operating such a vehicle shall be responsible for compliance by all other occupants. 

 
Vehicle Special Use 
Snowplowing - when the vehicle is plowing snow the following special precautions will be taken: 

 
• Headlights On. 
• Driver wearing seat belt. 
• Yellow warning beacon operating on TOP of vehicle. 
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Vehicle Use and Maintenance Log / Incident Reporting 
A Vehicle-Use/Maintenance Log will be kept in the vehicle, and all required information will be logged at 
the appropriate time. 
All entries will be posted by an employee. 
Items to be logged include: 

 
• Snow removal hours 
• Special trips 
• Gas consumption 
• Oil consumption 
• Repairs and/or maintenance performed to the vehicle 

 
A section has also been provided for notes should the vehicle be involved in an incident resulting in 
property damage or injury, no matter how minor. 
All incidents will be reported to the Office Manager at the earliest possible time. 
The vehicle maintenance personnel will monitor this log to insure maintenance timing. 
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POLICY: This work policy is intended to reduce hazards to personnel who work over or near  water and 
to prevent injury or fatality from falling into the water. This policy applies to any Employee who is 
potentially exposed to the hazard of falling into water of a depth of more than 75 centimeters (29.5 
inches) at any point. Refer to OSHA 29 CFR 1926.106 and 1926.106(a). 

 
RESPONSIBILITIES: All Bornor Restoration, Inc. employees who are required to 
perform work over or near water must review and complete a jobsite analysis plan. 

 
All Bornor Restoration, Inc. employees who are required to perform work over or near water must 
comply with this work policy. 

 
TRAINING PROVIDED AND EQUIPMENT REQUIRED: 

1. Pole and life hook 
2. Ring buoy 
3. Certified Floatation Device 

 
TRAINING PROVIDED IN THE AVOIDANCE OF HAZARDS & RISKS: 

1. Drowning, hypothermia 
2. Falling, tripping 
3. Slippery surfaces 

 
PERSONAL PROTECTIVE EQUIPMENT: 

Personal Protective Equipment must be worn as required by the task being performed. In addition, 
Employees working within four feet of water edge must wear a U.S. Coast Guard certified jacket or 
vest floatation  device. 

 
PROCEDURE: 

1. Perform visual inspection of area noting potential overhead and other hazards  that are 
not in the normal field of vision. 

2. For work to be performed near water and more than four feet from pool edge, erect 
sufficient barricades four feet away from the pool edge by using traffic  cones, hoardings, 
plastic fencing, or caution tape to serve as a warning system  when an Employee 
unintentionally approaches the pool edge. 

3. For work to be performed above water and/or within four feet of water edge, another 
Employee who can immediately summon emergency rescue must stand guard. 

4. Certified and properly sized floatation devices must be worn by any guard and all 
Employees working above water or within four feet of pool edge. Prior to each use, the 
floatation devices must be inspected for defects which would alter their strength, 
buoyancy, or fastening capability. Any defective units must be taken out of service. 

5. Employees working over or near water will have a life saving skiff on site, at the ready. 
6. Employees must know how to use rescue equipment such as “pole & life hook” and “ring 

buoy”; this can be demonstrated by Safety Department Director. 
7. Ring buoys must be at least 90 feet of line and the distance between ring buoys may not 

exceed 200 feet apart. 
8. Employees working above or near water are to work with a spotter at all times. Employees 

are not permitted to work near water alone. 
9. Floatation devices, buoyant work vests/ life preservers shall be inspected after each use. 
10. Use caution when walking on wet surfaces. 
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POLICY: To establish minimum health and safety requirements for performing hot work during 
maintenance, construction, fabrication or other activities meeting the definition of hot work. All employees 
and contractors working for or with Bornor Restoration, Inc. shall comply with the elements of the Welding 
& Cutting (Hot Work) Safety Program. References: OSHA 29 CFR 1910 Subpart Q (Welding, cutting and 
brazing), and NFPA 51B (Fire Prevention During Welding, Cutting and Other Hot Work) 

 
GENERAL RESPONSIBILITIES 
SAFETY DEPARTMENT 
Safety Department is responsible for the development and review of health and safety policies covering 
employees, staff and other affiliated individuals. 
Safety Department provides consultative and technical assistance to all departments and contractors with 
respect to working in a safe manner and for maintaining Bornor’s compliance with any applicable Federal, 
State or local regulations. 

 
Representatives of Safety Department have the authority and responsibility to order work to stop if 
imminently dangerous or unsafe procedures are observed involving hot work operations or any other 
health and safety issue. 

 
The Safety Department is available to assist with technical training and to review specific or proposed 
work procedures. 

 
Bornor Restoration, Inc. 
Bornor Restoration, Inc. employees conducting hot work are expected to follow the provisions of the hot 
work safety policy and to ensure that all individuals conducting hot work operations have received the 
training necessary to perform hot work procedures in a safe manner. Contractors are expected to follow 
all applicable health and safety regulations as well as any specific requirements set forth by Bornor 
Restoration, Inc. policy. 

 
PROCEDURES 
Scope and Application 
• This program is designed to prevent injury and loss of property from fire or explosion as a result of hot 

work. 
• It covers: welding, brazing, soldering, heat treating, grinding, powder-actuated tools, hot riveting and 

all other similar applications producing a spark, flame, or heat. 
• This program does not cover the use of candles, the use of small, pyrotechnics or special effects, 

cooking equipment, electric soldering irons or torch-applied roofing (See NFPA 241). 
• All hot work performed by outside contractors shall be in conformance with OSHA and NFPA 51B at a 

minimum. Contractors are expected to maintain a written hot work program that outlines their 
procedures and safety precautions. Proof of employee training in hot work procedures must be 
available for review. 

• Hot work operations in confined spaces require additional safeguards and are addressed in the 
current Confined Spaces Policy. 

• Hot work on and near building systems and piping may require additional safeguards and are 
addressed in the current Lock-out Tag-Out Procedures. 

 
Definitions: 
Designated Area Permanent location designed for or approved by a Safety Director for hot work 
operations to be performed regularly. No permit is needed for a designated hot work area. 
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Hot Work Any work involving welding, brazing, soldering, heat treating, grinding, powder-actuated tools, 
hot riveting and all other similar applications producing a spark, flame, or heat, or similar operations that 
are capable of initiating fires or explosions. 
Hot Work Permit A document issued by the Safety Director for the purpose of authorizing a specified 
activity in a non-designated hot work area. 
Hot Work Operator An individual designated by Bornor Restoration, Inc. to perform hot work under the 
authorization of a Superintendent/Foreman. 
Small, non-portable flames Refers to the use of a device such as a 16 oz. torch in a fixed position. 
Welding and Allied Processes Those processes such as arc welding, oxy-fuel gas welding, open-flame 
soldering, brazing, thermal spraying, oxygen cutting, and arc cutting. 

 
HOT WORK ASSIGNMENTS AND RESPONSIBILITIES 
Superintendent/Foremen: 
The Superintendent/Foreman is responsible for the safe operations of hot work activity under their 
supervision. These duties include: 
• Conducting a hazard assessment in the proposed hot work area to determine any potential fire 

risks. 
• Approve and issue hot work permits to hot work operators. 
• Determine that fire protection and extinguishing equipment are properly located and readily 

available. 
• Ensure combustibles are protected from ignition by the following means: 

o Move the work to a location free from combustibles. 
o If the work cannot be moved, ensure the combustibles are moved to a safe distance 

or have the combustibles properly shielded against ignition. 
o Ensure hot work is scheduled such that operations that could expose flammables or 

combustibles to ignition do not occur during hot work operations. 
o If any of these conditions cannot be met, then hot work must not be performed. 

• Determine site-specific flammable materials, hazardous processes, or other potential fire hazards 
present or likely to be present in the work location. 

• Ensure that all individuals involved in the hot work operations are trained in the safe operation of 
their equipment and the safe use of the process. These individuals must have an awareness of 
the risks involved and understand the emergency procedures in the event of a fire. 

• Ensure that all individuals involved in the hot work operations are trained in and are familiar with 
UF Hot Work requirements. 

• Ensure that only approved apparatus, such as torches, manifolds, regulators and pressure 
reducing valves, are used. 

• Ensure sufficient local exhaust ventilation is provided to prevent accumulation of any smoke and 
fume. 

• Ensure that a fire watch is posted at the site when: 
o Hot work is performed in a location where other than a minor fire might develop, or 

where the following conditions exist. 
o Combustible materials in building construction or contents are closer than 35 ft to the 

point of hot work. 
o Combustible materials are more than 35 ft away but are easily ignited by sparks. 
o Wall or floor openings are within 35 feet and expose combustible materials in 

adjacent areas. This includes combustible materials concealed in walls or floors. 
o Combustible materials are adjacent to the opposite side of partitions, walls, ceilings, 

or roofs and are likely to be ignited. 
o Where a fire watch is not required, the Superintendent/Foreman shall make 

a final inspection 1/2 hour after the completion of hot work operations to detect and 
extinguish possible smoldering fires. 
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Hot Work Operators 
The hot work operators shall handle the equipment safely and perform work so as not to endanger lives 
and property. Specific duties include: 
• Complete required hot work training prior to conducting any hot work activities. 
• Inspect all equipment for defects or damage prior to each use. 
• Insure all defective equipment is reported to the Superintendent/Foreman and removed from 

service immediately. 
• Properly use any required personal protective equipment 

Prior to the Commencement of Work: No hot work shall be conducted without specific written 
authorization from the SUPERINTENDENT/FOREMAN via completion of the Hot Work Permit. 
The operator must cease hot work operations if unsafe conditions develop. 
The operator must notify the Superintendent/Foreman for reassessment of the situation in 
the event of suspected unsafe conditions or concerns expressed by affected persons. 

 
Fire Watch 
The fire watch is an individual, other than the hot work operator, posted in specific circumstances, as 
described above. The function of the fire watch is to observe the hot work and monitor conditions to 
ensure that a fire or explosion does not occur as a result of the work performed. The fire watch is 
authorized to stop any unsafe operation or activity. Specific duties and responsibilities include: 
• Watch for fires, smoldering material or other signs of combustion. 
• Be aware of the inherent hazards of the work site and of the hot work. 
• Ensure that safe conditions are maintained during hot work operations and stop the hot work 

operations if unsafe conditions develop. 
• Have fire-extinguishing equipment readily available and be trained in its use. 
• Extinguish fires when the fires are obviously within the capacity of the equipment available. If the 

fire is beyond the capacity of the equipment, sound the alarm immediately. 
• Be familiar with the facilities and procedures for sounding an alarm in the event of a fire. 
• A fire watch shall be maintained for at least 30 minutes after completion of hot work operations in 

order to detect and extinguish smoldering fires. 
• More than one fire watch shall be required if combustible materials that could be ignited by the 

hot work operation cannot be directly observed by a single fire watch (e.g. in adjacent rooms 
where hot work is done on a common wall). 

 
Hot Work Operational Requirements 
• Hot work is allowed only in areas that are or have been made fire-safe. Hot work may only be 

performed in either designated areas or permit-required areas. 
• A designated area is a specific area designed or approved for such work, such as a maintenance 

shop or a detached outside location that is of noncombustible or fire-resistive construction, essentially 
free of combustible and flammable contents, and suitably segregated from adjacent areas. 

• A permit-required area is an area made fire-safe by removing or protecting combustibles from ignition 
sources. 

• Hot work is not allowed: 
 

o In sprinklered buildings if the fire protection system is impaired 
o In the presence of explosive atmospheres or potentially explosive atmospheres (e.g. 

on drums previously containing solvents) 
o In explosive atmospheres that can develop in areas with an accumulation of 

combustible dusts (e.g. grain silos). 
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Hot Work Permit 
Before hot work operations begin in a non-designated location, a completed hot work permit prepared by 
the Superintendent/Foreman is required. Based on local conditions, the Superintendent/Foreman must 
determine the length of the period, not to exceed 24 hours, for which the hot work permit is valid. 
The following conditions must be confirmed by the Superintendent/Foreman before permitting the hot 
work to commence: 

 
• Equipment to be used (e.g. welding equipment, shields, personal protective equipment, fire 

extinguishers) must be in satisfactory operating condition and in good repair. 
• The floor must be swept clean for a radius of 35 ft if combustible materials, such as paper or 

wood shavings are on the floor, 
• Combustible floors (except wood on concrete) must be 

o kept wet or be covered with damp sand ( note: where floors have been wet down, 
personnel operating arc welding or cutting equipment shall be protected from 
possible shock)., or 

o be protected by noncombustible or fire-retardant shields. 
• All combustible materials must be moved at least 35 ft away from the hot work operation. If 

relocation is impractical, combustibles must be protected with fire-retardant covers, shields or 
curtains. Edges of covers at the floor must be tight to prevent sparks from going under them, 
including where several covers overlap when protecting a large pile. 

• Openings or cracks in walls, floors, or ducts within 35 ft of the site must be tightly covered with 
fire-retardant or noncombustible material to prevent the passage of sparks to adjacent areas. 

• If hot work is done near walls, partitions, ceilings, or roofs of combustible construction, fire- 
retardant shields or guards must be provided to prevent ignition. 

• If hot work is to be done on a wall, partition, ceiling, or roof, precautions shall be taken to prevent 
ignition of combustibles on the other side by relocating combustibles. If it is impractical to relocate 
combustibles, a fire watch on the opposite side from the work must be posted. 

• Hot work must not be attempted on a partition, wall, ceiling, or roof that has a combustible 
covering or insulation, or on walls or partitions of combustible sandwich-type panel construction. 

• Hot work that is performed on pipes or other metal that is in contact with combustible walls, 
partitions, ceilings, roofs, or other combustibles must not be undertaken if the work is close 
enough to cause ignition by conduction. 

• Fully charged and operable fire extinguishers that are appropriate for the type of possible fire 
shall be available immediately at the work area. These extinguishers should be supplied by the 
group performing the hot work. The fire extinguishers normally located in a building are not 
considered to fulfill this requirement. 

• If hot work is done in proximity to a sprinkler head, a wet rag shall be laid over the head and then 
removed at the conclusion of the welding or cutting operation. During hot work, special 
precautions shall be taken to avoid accidental operation of automatic fire detection or suppression 
systems (for example, special extinguishing systems or sprinklers). 

• Nearby personnel must be suitably protected against heat, sparks, and slag. 
 

Work Closeout 
• A fire watch shall be maintained for at least 30 minutes after completion of hot work operations in 

order to detect and extinguish smoldering fires. 
• The Superintendent/Foreman shall inspect the job site 30 minutes following completion of hot 

work and close out the permit with the time and date of the final check. 
• The completed Hot Work Permit shall be retained for 6 months following completion of the 

project. 
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Welding or Cutting Containers 
• No welding, cutting or other hot work shall be performed on used drums, barrels, tanks or other 

containers until they have been cleaned to make absolutely certain that there are no flammable 
materials present or any substances such as grease, tars, acids or other materials which when 
subjected to heat, might produce flammable or toxic vapors. 

 

Ventilation/Respiratory Equipment 
• Individuals supervising watching or conducting hot work are responsible for recognizing the 

potential hazards of fumes, dust or gases that may be present and use the proper respiratory 
equipment and/or use proper ventilation techniques. 

 

Hazard Communication 
• Individuals supervising or conducting hot work are responsible for complying with the Bornor’s 

Hazard Communication program. 
• Training must include information on the potential hazards of any materials used in the hot work 

processes as well as methods to use to protect yourself from the hazards and how to recognize 
when an over exposure is occurring. 

• Direct access to product labels and safety data sheets MSDS must be provided. 
 

Training 
• All hot work Superintendent/Foremen and operators must receive hot work training before starting 

any hot work activities. 
• The training must include the requirements of the Bornor Restoration, Inc. hot work policy as well 

as safe practices for hot work, required personal protection equipment and fire extinguisher use. 
• The completion of additional training (i.e. confined space, respiratory protection) may also be 

required based on the job specific hazards. 
• Training will be conducted annually. All training completed must be documented in writing. 
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SAFE WORKPLACE POLICY PROHIBITING WORKPLACE VIOLENCE AND FORMS 

OF UNACCEPTABLE BULLYING 
 

POLICY: Bornor Restoration, Inc. is committed to providing a safe workplace for the its employees. In an 
effort to prevent the possibility of violence in our workplace and jobsites, Bornor Restoration, Inc. has 
implemented this Safe Workplace Policy. Bornor Restoration, Inc. strictly prohibits and will not tolerate 
any threatened or actual workplace violence. This includes, but is not limited to, any of the following 
conduct in or around Bornor Restoration, Inc.’s facilities or jobsites: 

 
• Threatening injury or damage against a person or property 
• Fighting or threatening to fight with another person 
• Threatening to use a firearm or any other weapon 
• Having unauthorized possession of a firearm or any other weapon while on Bornor Restoration, 

Inc.’s property or jobsite location 
• Abusing or injuring another person 
• Abusing or damaging property of Bornor Restoration, Inc.’s property, jobsite location or another 

person 
• Using obscene or abusive language or gestures in a threatening manner 
• Raising voices in a threatening manner 
• Bullying defined as persistent, malicious, unwelcome, severe and pervasive mistreatment that 

which is intended to intimidate and creates a risk to the health and safety of the employee, 
whether verbal, physical or otherwise, at the place of work and/or in the course of employment 

• Harassing behavior inconsistent with normal work relationship or stalking 
 

Because of the potential for misunderstanding,  joking  about  any of the above misconduct is also 
prohibited. 

 
Any person who  exhibits any unsafe  behaviors will  be  removed  from a  Bornor Restoration,  Inc.’s 
premises or jobsite location as quickly as safety permits, and shall remain off property pending the 
outcome of an investigation. Employees will cooperate in all investigations, and a failure to cooperate 
may result in a disciplinary action, up to and including discharge. If the investigation substantiates that a 
violation has occurred, Bornor Restoration, Inc. will take immediate corrective action. Corrective action 
may include immediate discipline, up to and including discharge, at Bornor Restoration, Inc.’s sole 
discretion. Additionally, Bornor Restoration, Inc. may, in its discretion, pursue any criminal or civil 
remedies which may be available. 
All employees, temporary employees, contractors and any other personnel are responsible for notifying 
their direct Superintendent/Foreman of any acts or threats which they have witnessed, received, or have 
been told that another person has witnessed or received. Any individual, who reasonably believes that a 
situation with any employee or any other party may become violent, should immediately leave the area. 
Any violations of this policy should be immediately reported in writing to: 

 
• Bornor Restoration, Inc,--President 

 
A report or complaint will be promptly investigated if a report is made in good faith from retaliation or any 
other detrimental impact on his or her employment. 



Bornor Restoration Inc. 
Lansing, Michigan 48906 

146 

REVIEW: POLICY AND SAFETY PROCEDURES 
 

 

 
 

REVIEW:  POLICY AND SAFETY PROCEDURES 
 

 
Bornor Restoration, Inc.’s Procedures, Rules, and Regulations are here to assure our customers 
of safe and exceptional finished results. The expectation is that all of our employees will uphold 
our standards of quality, and enforce all established guidelines in our Policy and Safety 
Procedures. 

 
1. Project Managers and General Foremen are to be familiar with all aspects of the project specifications, 
and consistently monitor project progress by onsite inspections and good communication skills. 

 
2. Verifications and updates are to be consistently communicated between our Project Managers, 
Superintendent/Foreman, and the Owner and/or their Consultant, Architect and/or Engineer. 

 
3. In order to accomplish our expectations from subcontractors, we are to be in regular and consistent 
contact with the subcontractor on quality and progress, so any corrections can be made well before 
punch list reviews. 

 
PROCEDURES AND RULES 

 
Accident Reporting 
An employee who suffers an on-the-job injury or illness shall immediately report to the 
Superintendent/Foreman. 
After the injured person has been provided care, the work area should be made hazard-free. 
All work related personal injury/illness and vehicle accidents shall be reported to the 
Superintendent/Foreman. Accidents shall be reported immediately. 
If medical treatment is required because of work-related injury, the Superintendent/Foreman and office 
shall be notified immediately. 
The Superintendent shall obtain the complete facts of the accident and assure that the required reports 
are made. 
The police shall be called for accident investigation when an accident involves a vehicle. 
The employee involved shall report the accident immediately to his/her Superintendent. 
All accidents must be reported to the Superintendent, even if no injury occurred. 
Reporting must be in writing on Employee Accident Investigation Report form. 
Obtain police accident report if accident involves a vehicle. 

 
Air and/or Hydraulic-Powered Tools 
Pneumatic and/or hydraulic-powered tools shall be equipped with tool retainer. 
Hose and hole fittings used with pneumatic-powered tools shall have a pressure rating not less than the 
supply source. 
Hole connections shall have a positive locking action and the connecting sections shall have a safety 
chain to restrain any whipping action if the sections become disconnected. 
An air supply line shall be regulated to maintain the pressure at not more than the pneumatic tool rating. 
Nozzles on air tools shall not be covered or adapted from the original design without the approval of 
supervision. 
Face shields must be used with all pneumatic and/or hydraulic-powered tools. 

 
Allergies and Irritants 
Employees can prevent irritations or dermatitis (skin disease) by avoiding direct, unprotected contact with 
chemicals, solvents, poisonous plants, waste materials or other liquids and solids. Check MSDS reports 
for special protection required. 
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Employees shall use personal protective clothing provided such as gloves, aprons, face shields and/or 
glasses. 
Sun block and hats are recommended for use by employees who generally work outside. 
Upon exposure to a skin irritant, employees should wash thoroughly several times with water and soap, 
and then protect themselves from further exposure. If symptoms become more serious or do not 
improve, arrange with the manager and/or Superintendent to consult with a medical provider. 

 
Chemicals 
Chemical containers shall be clearly labeled to identify the contents, name and address of the 
manufacturer, and general safety warnings. 
Materials Safety Data Sheets (MSDS): Employees shall read and understand all MSDS for the materials 
being used. MSDS shall be made available to employees at each job site. 
Adequate ventilation shall be required when using materials that may product hazardous, poisonous or 
corrosive fumes. 
As directed by MSDS, labeling or supervision, employees shall use personal protective equipment 
identified. 
Only authorized and instructed employees shall work with chemicals. 
Chemicals and chemical waste shall be properly handled and disposed of in accordance with EPA 
standards. 
See “Right To Know” section of this manual for further chemical information. 

 
Cleaning Solvents 
Gasoline or naphtha shall never be used as a cleaning or degreasing agent. 
MSDS for new or repurchased items that fall under the “Right To Know” definition shall be reviewed. 
All containers, including temporary containers, shall be plainly labeled to identify the contents, name and 
address of manufacturer, and general safety warnings. 
Employees shall not use cleaning solvents in confined areas without adequate ventilation. 
Flammable solvents shall be handled only in approved safety containers. 
No smoking or open flames shall be allowed where flammable solvents are being used.  
Appropriate clothing (i.e., gloves, safety goggles, etc.) must be worn when using cleaning solvents. 

 
Clothing 
Employees shall wear clothing appropriate for the job to be performed at all times. 
Employees shall wear a shirt at all times. 
Torn, ragged or sleeveless shirts, specifically ‘tank tops’, shall not be permitted. 
Shorts shall not be permitted when using or working on or near machines, equipment, power tools, hot 
materials, cleaning chemicals, abrasive materials, etc. 
When work clothes are provided, they shall be worn by the employees unless otherwise approved by the 
Superintendent. 
Clothing that has become seriously soiled by grease, oil or flammable solvents, etc. must be changed 
immediately. 
Dangling sleeves or any loose ends shall not be permitted when working on or near machine tools or 
moving or rotating equipment. 
Close fitting or guarded clothing shall be worn. 
Footwear appropriate for the job being performed shall be worn at all times. 
Safety toe shoes or boots are required when the possibility of a crush-type injury exists, as well as around 
equipment that can cause injury to the foot area (i.e., power hand movers, riding mowers, etc.). 

 
Compressed Air 
Employees shall not exceed air pressure of 30-psi (pounds per square inch) when compressed air is used 
for cleaning. 
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Compressed air shall not be directed at the skin, and shall not be used to clean clothing while it is being 
worn. 
When using compressed air, proper protective equipment (safety goggles, face shields, gloves, etc.) shall 
be worn. 
Hoses and hose couplings shall be checked for loose connections, defects, etc., before using. 
Only air holes and couplings with safety chains or the equivalent designed for compressed air shall be 
used in connection with compressed air lines. 

 
Contractors 
Each contractor shall adhere to the terms of the agreement, all safety rules and regulations, any and all 
safety and health standards affecting the workplace, including but not limited to MIOSHA, and where 
applicable OSHA. Failure to comply shall constitute a breach of contract. 
Hazardous waste shall be disposed of in accordance with applicable EPA / DNR regulations. 
Work sites and operations shall be arranged, guarded and maintained so as to not constitute a hazard to 
the general public. 
Particular attention shall be given when working in areas where children may be present. 

 
Electrical 
Any outside work or any outlet within 6’ of water must have GFI protection. 
Employees’ hands shall not be wet when plugging and unplugging flexible cords and equipment. 
Never use an aluminum ladder when working near where electrical repairs are being done or using 
electrical tools, such as grinding equipment, drills, saws, etc. 
Lock-out Tag-outs should be used on breakers and equipment when servicing pumps and motors. 

 
Equipment Fueling 
There shall be no smoking or other forms of ignition present when employees are handling any type of 
combustible fuel. 
Firefighting equipment shall never be removed from any fueling location. 
Engines and lights shall be shut off before fueling. 
Flammable liquid fuels, such as gasoline and cleaning solvents, shall be stored only in spring-loaded 
safety containers approved for that purpose, unless the liquid is being stored in the manufacturer’s 
container. 
To prevent a static spark, touch the nozzle, spout or metal part of the can with the equipment before 
removing cap from the fuel tank. 
The pouring spout should be kept in contact with the tank while pouring. 
Mobile equipment shall be moved outdoors before fueling. 
If fuel is spilled on equipment, the spilled fuel shall be completely cleaned up, evaporated or free from 
ignition before starting equipment. 
As much as possible, employees should not fuel or ‘refuel’ hot equipment. 
Use extreme caution when equipment is still ‘hot’ to prevent fire. 
Employees shall be sure hole and nozzle is disconnected from vehicle or equipment before pulling away 
from the refueling station. 

 
Equipment – Placing In Service 
When new equipment, apparatus or systems are to be placed in service for the first time, special 
precautions shall be taken. 
Such equipment shall be carefully tested or inspected to determine that it is not faulty and shall perform 
its function in a safe and reliable manner. 
The same also applies to equipment to be returned to service after major repair or modifications, and 
shall apply to both electrical and mechanical installations. 
Should a potential hazard be determined to exist, supervision shall be notified before proceeding to place 
equipment in service. 
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Practical safety precautions shall be taken and personal protection shall be used, as needed, when 
placing equipment in service. 
Additional protective, instruction or procedure may be required the first time equipment is placed into 
service. 

 
Eye and Face Protection 
Approved eye and face protection (MDLCSS, R 408.40624) shall be worn whenever the probability exists 
that an injury may occur as the result of the work being performed. Examples of activities requiring eye 
and face protection are as follows: 

a. Safety glasses with side shields shall be worn by employees when doing the following: 
1) Vehicle and equipment maintenance 
2) Operation and/or job presents the possibility of an eye injury 
3) Operating powered equipment 

b. Safety glasses or safety goggles with face shields shall be required when: 
1) Drilling, chipping and breaking concrete 
2) Engaging in tree trimming and removal 
3) Grinding, milling or drilling with power tools 
4) Using metal cutting lathes, shapers, drill presses, power hack saws and other metal 

working tools 
5) Using power woodworking tools – either fixed or portable 
6) Using compressed air for cleaning 
7) Using punches, chisels or other impact tools 

c. Full face shields shall be used in conjunction with safety glasses when: 
1) Operating brush chippers and stump cutters (plastic or mesh) 
2) Arc and glass welding as well as cutting operations as required (along with properly colored 

lenses) 
d. Splash goggles and full face shields shall be used when: 

1) Handling acids, caustics and other harmful agents 
2) Maintaining acid battery storage and performing maintenance 
3) Cleaning parts or equipment with steam, soap or solvents 
4) Cleaning blood pathogens from surfaces, a full face shield is required 

Contact lenses are not considered protective equipment. When working with electricity or welding, 
contacts should never be worn. 

 
Fire Control, Prevention and Evacuation 
Signs shall be posted forbidding smoking or open flames in all areas containing fast burning combustible 
materials or flammable vapors. Examples of such areas include: 

 
a. Record storage areas 
b. Oil and paint storage rooms 
c. Various areas in garages 
d. Fuel dispensing areas 
e. Hydrogen storage areas 
f. Compressed gas storage areas. 

Employees shall not smoke or use flames (matches, torch, welding, etc.) at any posted location. 
Fire exits and access thereto, shall be clearly marked with signs. 
They shall be kept free of obstructions, and kept unlocked in the existing direction at all times. 
In the event of a fire – contact proper authority and use assigned evacuation procedure. 

 
Fire Extinguisher Inspection 
Extinguishers shall be visually inspected and serviced by qualified personnel annually. 
A partially or completely discharged extinguisher shall be removed from service and replaced with a fully 
charged extinguisher of equal rating. 
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An extinguisher shall be located where it will be readily seen and accessible along normal paths of travel. 
In location where a visual obstruction cannot be avoided, a sign, color symbol or other means shall be 
used to indicate the locations. 
Extinguishers shall be mounted securely on a wall or column or at an appropriate place in a vehicle or on 
portable equipment. 
Access to firefighting equipment shall be kept clear at all times. 

 
First Aid and First Aid Kits 
In order to prevent infection or other complications, minor cuts, scratches, burns, etc. shall be treated 
immediately. 
The job foreman is to be notified immediately of any and all workplace injuries. The foreman is 
responsible for making sure the employee gets proper medical treatment for the injury. If an emergency 
911 will be called and the injured will be transported by ambulance. Depending on the severity of the 
minor injury, the job foreman will determine if the employee shall travel by personal vehicle to seek 
medical treatment or shall be driven by another employee. 
In the absence of medical assistance that is reasonably accessible in terms of time and distance to the 
worksite, a person who has a valid certificate in first aid shall be available to render first aid. There will be 
a person certified in first aid available at the worksite at all times to render first aid. 

 
a. A valid certificate in first aid training must be obtained from the, the American Red Cross, or 

equivalent training that can be verified by documentary evidence. 
 

First aid kits shall be provided at each job site and shall be kept stocked with appropriate items to provide 
initial treatment. First aid kits shall be periodically assessed to ensure the availability of adequate first aid 
supplies. 
All employees shall exercise appropriate precautions to assure eye, face and body protection. When 
employees may be exposed to injurious corrosive materials, suitable facilities for quick drenching or 
flushing of the eyes and body shall be provided within the work area for immediate emergency use. 

 
a. Any affected body part must be flushed immediately and thoroughly for at least 15 minutes 

using a large supply of clean fluid under low pressure. 
b. Begin flushing as quickly as possible after the eye comes in contact with a harmful substance 

as the first 10 seconds are critical. 
 

Contents: A Basic First Aid Kit (REQUIRED BY MIOSHA) 
 

Item # of Items 
 

Absorbent Compress (32 sq.in.) 1 
Adhesive Compresses (band-aids) (1”x3”) 16 
Adhesive Tape (3/8” x 5yd.) 1 
Antiseptic (0.14 fl. oz.) 10 
Burn Treatment (1/32 oz.) 6 
Medical Exam Gloves 4 
Sterile Pad (3”x3”) 4 
Triangular Bandage (40”x40”x56”) 1 
Scissors 1 
Pair of tweezers 1 
Alcohol Prep Pads 10 
Antibiotic Treatment 6 
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Flammable and Combustible Liquids Storage Handling / Labeling 
Flammable and combustible liquids shall: 

 
a. Be stored and dispensed from approved containers. 
b. Be stored in areas or rooms and in quantities in accordance with local and state fire codes and 

insurance requirements. 
c. Never be stored near or exposed to open flames or other sources of ignition. 
d. Drain all flammable fluid from equipment before storing. 
e. Portable propane tanks should be stored according to local fire codes. 

When employees are transferring or dispensing flammable liquids from one container to another, 
continuous contact shall be maintained between the containers. 
Smoking or other sources of ignition shall be prohibited during transfer or dispensing operations. 
Refueling areas: 

 
a. Refueling shall be done by using only approved pumps, hoses, nozzles, and spring loading 

portable containers (self-closing portable containers). 
b. Smoking or other sources of ignition in the refueling area shall be prohibited. 

Extra caution shall be taken while refueling portable or auxiliary engines so that the fuel does not splash 
or drip on hot engine parts. 

 
Foot Protection 
Footwear appropriate for the job being performed (MDLSCC, R 408.40625) shall be worn at all times. 
Safety toe shoes or boots are required when the possibility of a crush-type injury exists as well as around 
equipment that can cause injury to the foot area. For example: 

 
a. Power hand movers 
b. Riding mowers, etc. 

The wearing of sandals, cloth, or canvas shoes, soft leather sports shoes designed for jogging, basketball 
or tennis, or other sports footwear of similar construction is prohibited for employees engaged in concrete, 
masonry and roofing maintenance and repair. 

 
a. Employees are expected to wear substantial leather shoes or boots which provide adequate 

support and stability for all environments in which they work. 
b. Inappropriate footwear presents a high risk of sprains from unstable or uneven surfaces, 

puncture wounds from stepping on sharp objects, or bruises and fractures from impacts. 
 

Grinding Operations 
Approved eye and face protection shall be worn by all employees involved in grinding operations. 
Grinding wheels shall be inspected by the user prior to being used. Those found to be defective shall not 
be used. Grinding wheels and discs shall not be used at speeds which exceed their rating. All guards 
shall be in place and properly adjusted prior to grinding operations. Discard any wheel which has been 
dropped. 
Bench and pedestal grinders shall be securely attached to the surface on which they are placed. On 
grinders the following adjustments shall be maintained: 

 
a. Spark Deflectors ¼” from wheel 
b. Tool Rests 1/8” from wheel 

 
Hand Protection 
Appropriate gloves shall be worn when the possibility of injury exists from cuts, burns or handling 
hazardous chemicals. When protective gloves are provided, they shall be worn by all employees when 
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engaged in work requiring such protection. When gloves are impractical, protective creams or tight fitting 
latex gloves shall be utilized when working with substances knows to be skin irritants. 
Gloves are not to be worn where their use may cause hands to be caught in moving machinery. 
Rings, watches and other wrist or hand jewelry are not to be worn when working with electricity, using 
tools, machinery or ladders or in any circumstances where there is a possibility of catching the on 
something. 
Latex gloves must be worn when being exposed to body fluids (blood, urine, etc.) 
MDLCSS: R 408.40626. 

 
Hair Protection 
Head coverings, such as hats, caps and hair nets, shall be worn, or hair shall be tied back, by all 
employees with long hair where there is a danger of exposing the hair to any moving part of equipment, 
hooks and machinery, or when directed by management and/or supervision. 

 
Hazardous Materials 
Hazardous material shall be handled and used only by authorized persons who are instructed in their 
handling and use. 
Persons handling or using hazardous materials shall wear appropriate personal protective equipment, 
such as but not limited to, eye protection, face protection, respiratory protection, and hand and body 
protection. 
Containers other than the original being used to store hazardous chemicals shall be properly labeled as 
to their contents, name and address of manufacturer, and general safety warnings. 
Hazardous materials may be found in the following forms: 

 
a. Liquids – solvents, fuels, acids, etc. 
b. Gases – chlorine, butane, LPG, etc. 
c. Dust and Mists – paint spraying, insecticide spraying, drywall sanding, etc. 

 
Head Protection 
An OSHA approved helmet shall be used to protect the employee where a hazard or risk of injury exists 
from falling or flying objects or particles, or from other harmful contact or exposures. 
Where there is exposure to electrical contact, helmet liners or wind guards shall not be in contact with the 
outside shell of the helmet. 
A metallic helmet shall not be used. 
A helmet that has been physically altered, painted or damaged shall not be worn. 
An employee shall not physically alter the helmet. 
A chin strap shall be provided with a helmet, and shall be used when the employee is exposed to weather 
or work operations that may cause the helmet to be displaced. 

 
Hearing Protection 
When employees are subjected to sound exceeding the levels set by MIOSHA health standards, as 
directed by labels on tools and equipment or as directed by management and/or supervision, hearing 
protection shall be worn by employees to reduce exposure to excessive noise levels. 
Types of operations that may require the use of hearing protection are: 

 
a. Brush cutting 
b. Working around air compressors 
c. Air hammers 
d. Grinders 
e. Grounds keeping equipment 
f. Fire vehicle pump apparatus 
g. Chain saws, etc. 
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No walkmans shall be worn by anyone operating any type of equipment. 
 

Housekeeping 
Employees shall maintain the workplace or area as follows: 
Stack, pile or place materials, including scrap and debris, in proper containers in a manner that does not 
create a hazard to other employees. 
All places of employment, aisles, passageways, store rooms, service rooms and outside construction 
sites shall be kept clean and orderly. 
Place garbage capable of rotting or becoming putrid in a covered container. 
Container contents shall be disposed of at frequent and regular intervals. 
Maintain the outside job construction site, floor of a work area, passageway or aisle in a manner that does 
not create a hazard to other employees. Keep them free of: 

 
a. Accumulations of scrap 
b. Debris 
c. Water or grease 
d. Slip/Trip hazard. 

Drainage shall be maintained. 
Spilled grease, oil, gasoline, chemicals, solvents, etc. shall be immediately wiped up or absorbent 
material shall be used to minimize slipping and skin irritation hazards. 
Clean work areas promptly after a job is completed and when necessary while the work is in progress. 
Remove nails from boards before storing or discarding. 
Employees shall wear gloves when handling rough and sharp materials. 
Dispose of smoking materials (cigarettes, pipes, ashes, etc.) in provided ashtrays or containers. 
No smoking will be allowed in any area where flammables are stored. 

 
Instructions / Education / Training 
All employees shall be instructed on the job to perform and may be required to show expertise to the 
Superintendent/Foreman before engaging in work activities or using tools and equipment in the 
performance of jobs. 
Instruction, which includes safe work practices and proper use of personal protective equipment, shall be 
required for all employees. 

 
Ladders 
Purchasing ladders: 

1) Ladders need to have labels that state the year manufactured, grade, weight and 
compliance sticker. 

2) The ANSI label needs to be on the ladders at al times. 
3) The wooden ladders need rubber boots on the feet. 

 
General Use 
All employees shall: 

1) Not place a ladder in front of a door, unless the door is blocked open, locked, guarded by a 
person or protected by a barrier. 

2) Not place a ladder on a box, barrel or other unstable base. 
3) Climb all ladders facing the ladder when ascending or descending. 
4) Not use a ladder as a brace, skid, guy, gangway, platform scaffold, or for any other use 

than that for which it is intended. 
5) Not overreach while on a single or sectional ladder, nor do any pushing or pulling that may 

cause the ladder to move or fall. 
6) If both shoulders are outside the same side rail, the user is overreaching. 
7) Not stand astride a ladder and another object. 
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8) Not allow more than one person to use the ladder at a time, unless it is designed for that 
purpose. 

9) Not load a ladder more than its rated capacity. 
10) Visually inspect a ladder for damage or defects before using. 
11) Defective ladders will be destroyed. 

 
Stepladders 

1) Employees shall fully open the stepladder and set the locking device before climbing. 
2) Each leg of a stepladder shall have solid footing. 
3) A board or plank may be used to secure footing on uneven ground. 
4) If a stepladder does not have a guardrail, the top step and cap shall not be used to work 

from or climb on. 
5) A folded stepladder shall not be used as a straight ladder by leaning it against a wall or 

other support. 
 

Straight and Extension Ladders 
1) The ladder shall be placed so the side rails have a secure footing. 
2) Where surface is uneven, boards, planks or leveling jacks may be used to create an even 

surface. 
3) The ladder shall be equipped with safety feet. 
4) Placement shall be made to prevent slipping or shall be lashed or held in position. 
5) Keep the distance from the ladder’s base to the wall one-quarter the length of the ladder 

(example: 3’ for 12’ rise). 
6) Ladders shall not be tied or fastened together to provide longer sections other than with the 

hardware provided by the manufacturer. 
7) A person using a straight or extension ladder shall not stand on the top two rungs or within 

3’ from the top of the ladder. 
8) When using a ladder to go from one landing to another, the ladder shall extend above the 

upper landing by at least 3’. 
9) All ladders, which are carried on a vehicle, shall be secured to prevent it from falling or 

catapulting from the vehicle. 
 

Ladder Maintenance 
1) A ladder shall not be painted. 
2) Rungs and steps shall be kept clean and free of grease and oil. 
3) The side rails and legs of a ladder shall be kept free from splinters. 
4) The joint between the side rail and step shall be kept tight, and metal hardware and fittings 

secured. 
5) Ladder users shall know the capacity of the ladder being used and not exceed that 

capacity. 
 

Lifting 
Employees should: Lift with their legs as much as possible, warm up before performing physically 
demanding tasks. 
Employees should: Carry large and bulky loads in such a way as to permit an unobstructed view, get 
help for heavy awkward loads, never twist while lifting or carrying a loads, never change directions by 
planting the foot and turning the body. 
One employee should: Give directions for the group when two or more are lifting or pulling together. 
Employees should: Avoid straight-air lifting and carrying, keep load chest-high when possible, try not to 
lift or place an object over shoulder height. 
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Machines and Equipment 
Only instructed and authorized employees shall be permitted to operate machinery or power equipment. 
All required guards shall be kept in place at all times machinery is being operated. 
The only exception to this rule is during maintenance operations being performed by qualified 
maintenance personnel. During maintenance operations, the Lockout Procedure shall be followed. 
Machine Tools 

1)  MDLCSS: 408.41901 – 408.41926 through 408.41979. 
2) All such tools shall be shut off when not operating. 
3) If in need of repair, the Lockout/Tagout Procedure shall be followed and the 

Superintendent/Foreman advised. 
4) Adjusting or changing of blades shall not be permitted while machine is running. 
5) Guards may be removed only after the machine is locked out. 
6) When operating, do not place hands between the tool and the material—always keep 

hands clear. 
7) Operators shall stand to one side, out of the line of flying particles, until the wheel reaches 

top speed. 
8) Appropriate protective equipment (goggles, gloves, etc.) shall be worn. 
9) If pumps and other mechanical equipment are in need of repair, the Lockout Procedure 

shall be followed. 
 

Material Storage and Handling 
All items shall be properly stored in the provided areas, compartments and canisters. MDLCSS: 
408.40818. 
Oil, grease, paints and flammable materials shall never be stored in open containers. 
All flammable materials must be stored in a storage building separate from the main building and 
maintenance area. 
Brick, block, lumber and other construction materials shall be stored in such a way that they cannot tip 
over. 
Employees shall stand clear of moving equipment or backing trucks and trailers, especially loads with 
overhanging ends, which may swing in a wide arc if the truck is turned. 
All aisles, walkways and normal vehicle routes shall be kept clear of stored materials, equipment, etc. 

 
Miscellaneous Information 
Employees shall not attempt to walk or work in the dark. 
Use a flashlight when other source of light is inadequate. 
Dog bites or any other injury shall be reported to the Superintendent/Foreman immediately. 
A report shall be filed with Animal Control for all dog bites. 
Employees should not write or text message while walking. 
Makeshift platforms, ladders or such shall not be used as chairs, boxes, wheel-barrows, etc. 
Employees shall note hazards of new construction areas and be cautious in and around rundown or 
damaged building. 
Employees should maintain at least a 3’ distance from energized equipment. 
Criminal background checks may be necessary to work on certain jobs. 

 
Office Safety 
Electrical cords, telephone cords, etc., shall be arranged so as not to constitute a tripping hazard. 
Floors shall be kept in a slip-resistant condition. 
Water, oil or other liquids, dirt or any other debris spilled on floors shall be immediately cleaned up. 
Only one drawer in a file cabinet shall be opened at a time. 
Drawers shall be kept closed when not in use. 
Supplies, records, etc. shall be stored so as not to constitute a fire hazard or an obstruction to a fire exit 
or the access thereto. 
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Scissors, paper cutters and other pointed or sharp objects shall be used only as intended. 
They shall be maintained in a safe condition and stored when not in use. 
Hand operated paper cutters shall be equipped with a guard to keep fingers away from the cutting 
surface. 
The cutting knife of a paper cutter shall never be left raised while unsupported; it shall always be closed 
and hooked when not in use. 
Loose objects such as pencils, paper clips, papers, etc, shall not be left on floors or stairs. 
Doors should be opened slowly to avoid striking anyone on the other side. 
Door openings shall never be blocked by any object. 
Employees should use handrails when going up or down stairs and stay to the right when walking, 
especially at blind corners. 
Office furniture and equipment shall be maintained in a safe condition. 
Hazardous furniture or equipment shall be removed from service until repaired or replaced. 
Conservative shoes are recommended to prevent slipping on floors or stairways. Do not run. 
Employees shall not use boxes, furniture or other makeshift platforms to reach objects. 
A ladder or stool designed for this purpose shall be used. 
Employees should not lean back or sideways on chairs or stools to a point where no legs or casters are in 
contact with the floor. 
The tops of the file cabinets shall be kept clear of any loose items or materials, such as catalogs or 
manuals, which may fall if not supported by bookends. 
All power-operated office machines shall be grounded using three-wire cord and outlet, or by a separate 
ground wire. 
Any defects in cords or machines shall be promptly reported and repaired. 
Where flammable liquids must be kept in office buildings, they shall be kept in approved containers and 
storage places. 
Broken glass, sharp objects and empties pressurized containers shall be cleaned up immediately and 
disposed of in a manner so as not to create an additional hazard. 
Desk spindles shall not be used with point exposed. They shall be bent in a 90-degree angle. 
Material shall be stored on shelves in a manner to prevent falling; heavy objects shall be placed on lower 
shelves. 

 
Paint / Epoxies / Varnish 
Adequate ventilation will be maintained to keep employee exposure to fumes below recommended safe 
limits. 

 
Power Tools and Non-Power Tools - General 
Employees shall be instructed in the use of any portable powered tool prior to being allowed to use it and 
shall inspect the tool before use. 
If found defective, the Lockout Procedure is to be followed. 
All employees shall be properly clothed and shall use appropriate protective equipment (goggles, gloves, 
etc.) when operating power actuated tools. 
All power tools shall be maintained in good operating condition and shall be serviced only by qualified 
employees. 
All electric hand tools used are required to be UL approved three (3) wire cord with ground wire solidly 
connected to the tool frame; or UL approved double insulation with two (2) wire cord, with the tool housing 
separately insulated. 
Electrical cords shall be UL approved type and maintained in good condition. 
Worn or frayed cords and broken plugs shall not be used. 
Extension cords with attachments and electric hand tools with cords shall not be exposed to energized or 
operating equipment and machinery. 
Ground fault circuit interrupters shall be used where the potential for grounding or water is present. 
Outside electrical equipment must have GFI (Ground Fault Interceptor) protection. 



Bornor Restoration Inc. 
Lansing, Michigan 48906 

157 

REVIEW: POLICY AND SAFETY PROCEDURES 
 

 

 
 
 

A hand tool shall be used only for the purpose for which it was designed or approved. MDLCSS: 
408.41926 through 408.41979. 

 
Hand Tools 

1) Saws shall always be kept sharpened and properly set so they will not jump out of the cut. 
2) Employees shall keep hands free from under cutting edge of saw when making saw cuts. 
3) Employees shall not “ride” the saw with both hands when completing a cut. 
4) Control the possibility of the saw tearing through the last part of the cut too quickly. 

Axes  
1) Before use, an axe shall be inspected to be sure it is sharp, the head is firmly secured and 

the handle is in good condition. 
2) A clear working space shall be provided. 
3) The user shall check for any small brush or branches that might interfere with the swing of 

the axe. 
4) Overhead obstructions shall be cleared. 
5) The user shall always work from a good firm footing. 
6) Before swinging the axe, employees shall assure that other workers are in the clear. 
7) Carry axes carefully, preferably grasping the handle close to the head of the axe. 
8) Axes shall never be taken aloft, except by employees who have received specialized 

training. 
 

Sledges and Wedges 
1) Employees shall use only equipment in good condition. 
2) Employees shall use only equipment in good condition. 
3) Weakened sledge handles and mushroomed heads on wedges shall be repaired or 

replaced. 
4) Workers not engaged in actual use of equipment shall stand clear of any operations in 

progress, outside of the designated work zone or danger area. 
Power Saws 

1) A power saw shall be operated only by an employee trained in its use. 
2) A power saw operator shall wear all chain saw safety equipment (hard had, facial shields, 

goggles, etc.). 
3) A power saw operator shall clear working space of all obstacles. 
4) No saw shall be used that is equipped with a lockdown device in or on the throttle. 
5) Make sure the blade is in the clear before starting the saw motor and test for operation on 

the ground before using aloft. 
6) The engine of a power saw shall be turned off when the saw is not in use. 
7) A power saw shall not be raised to, lowered from a ladder or raised platform with the motor 

running. 
8) Never replace the blade while the motor is running. 
9) Do not place hands ahead of the handle or motor while the motor is running. 

10) Refuel a power saw with the engine off and away from an open flame or other ignition 
sources. 

11) When starting a power saw, the operator shall insure that the footing is secure and the saw 
is supported. 

12) The saw shall be started and operated when all other employees are in the clear. 
 

Storage Bins / Metal Racks / Pallet Racks 
Materials shall be stored in such a manner that they do not constitute a hazard to anyone. 
Bin and rack shelves shall never be used as ladders. 
Stored materials shall be placed in such a way that they do not constitute a falling hazard and shall not 
block aisles, walkways or vehicle travel routes. 
Material stored on racks shall be within weight limits for the racks. 
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Tools - Hand 
Employees shall keep tools and equipment in good condition, use them only for the purpose for which 
they are designed, and store them in designated areas. 
Employees shall inspect all tools before using them. 
Any tool that develops defects shall be removed from service and the Superintendent/Foreman advised. 
Employees shall grind off mushroomed heads, which develop on impact tools, such as chisels, drills, 
hammers and wedges. 
Hammers, axes, shovels and similar tools shall not be used if the handles are loose, cracked or 
splintered. 
Adjustable wrenches with spread jaws or pipe wrenches with dull teeth shall not be used by employees. 
Pipe or other extensions, to increase leverage, shall only be used by employees on wrench handles 
designed for such extension. 
Employees shall never use metal rulers or metal tape-lines around electrical conductors or equipment. 
Tolls shall never be thrown or tossed to an employee and shall be restrained to prevent falling to any 
lower levels. 
Hand lines and tool bags/boxes shall be used to transport tools. 

 
Welding, Cutting and Brazing 
Only employees properly trained and authorized by supervision, wearing the appropriate personal 
protective equipment, shall use arc and gas welding and cutting equipment. See MDLCSS, 408.40711 
through 408.40762. 
Welding shall not be performed on closed vessels when fumes are present, such as automotive gasoline 
tanks or any other tank that has contained flammables until it has been thoroughly cleaned, filled with 
water and adequately vented. Work on this type shall only be performed by properly trained and 
authorized welders. 
Tanks, containers or pipelines shall not be welded or cut until proof is obtained that it is free from any 
explosive mixture (cleaning, blanking, disconnecting, venting, air testing, etc.). 
Appropriate protection or tagging shall be placed on the opposite pipe end that is being welded. 
Fire extinguishers of the proper class and rating shall be readily available during the welding and cutting 
operations. 
Protective equipment to be worn includes eye protection, face protection, hand, arm, and body protection. 
Clothing should be free of excessive oil or grease. 
Adequate ventilation/exhaust shall be provided when welding in confined spaces or while brazing, cutting 
or welding any zinc, brass, bronze, galvanized or lead-coated material to eliminate the hazard or suitable 
respirator shall be worn. 
The welder shall shield or barricade the welding operation to protect other employees from the harmful 
rays and sparks produced by the process and to prevent ignition of flammable materials. 
A torch shall not be re-lit from hot works, and only an approved igniter shall be used to light the torch. 
Hot materials should be labeled “HOT” until cooled to prevent accidental burns to other persons in the 
area. 
Regulators shall be equipped with check valves to prevent accidental back-flow of gases. Regulators, 
valves, cylinders or hose connections shall not be without check valves. 
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THE FOLLOWING IS AN 
EXAMPLE OF THE 

ACKNOWLEDGEMENT 
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ORIENTATION 
 

THE ORIGINAL SIGNED 
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FILE. 
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EMPLOYEE MANUAL; POLICY AND SAFETY PROCEDURES 
ACKNOWLEDGEMENT 

 
I have received, read and understand the Bornor Restoration, Inc.’s Employee Manual; Policy 
and Safety Procedures. 

 
I understand that this manual supersedes all prior written procedures and safety procedures, 
and may be modified or amended at any time by Bornor Restoration, Inc. Any such 
modifications or amendments will be binding upon the employee. 

 
I understand and agree to work safely, observe all safety regulations, and report any unsafe 
conditions. Yes   

 
 

DRUG AND ALCOHOL PROGRAM 
 

I have received and carefully and thoroughly read Bornor Restoration, Inc.’s Drug and Alcohol 
Program. Any questions I had have been answered and the program is understood. I agree, 
without reservations, to comply with the Drug and Alcohol Program. Yes            

 
 

DRUG, ALCOHOL AND PHYSICAL EXAMINATION CONSENT 
 

I agree to undergo a physical examination, including drug screen and alcohol test, as 
required by Bornor Restoration, Inc. and conducted by the company’s clinic. I authorize the 
release to Bornor Restoration, Inc. any results from the physical examination and specimen 
analysis information. 

 
I understand that if I do not cooperate fully with the clinic, in giving of a urine specimen, or if 
my specimen fails to pass drug screening, my employment application will be rejected. 
I release Bornor Restoration, Inc., its employees and agents, and the medical clinic that 
performed the tests from any and all liability whatsoever arising out of this request for a urine 
specimen, the testing of the specimen and decisions made regarding my employment based 
on the results of the analysis. Yes            

 
 

BACKGROUND CHECKS 
 

As a condition of employment with Bornor Restoration, Inc., I understand that 
criminal background checks may be necessary to work on certain jobs. 

 
I authorize Bornor Restoration, Inc., federal, state or local law enforcement to obtain 
criminal background checks as required on a job to job basis during my employ. Yes   
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HAZARD COMMUNICATION PROGRAM 
 

I have received Hazard Communication Training as described in the Hazard Communication 
Program. Yes   

 

I have received OSHA Training “Understanding the GHS Labeling System”. Yes   
 

 

UNEMPLOYMENT STATEMENT 
 

As an employee of Bornor Restoration, Inc., I understand that employment is not to be 
considered permanent full time employment. (This statement is provided as directed by 
the State of Michigan Unemployment Agency.) Yes   

 
 

VEHICLE SAFETY AND MVR RELEASE AUTHORIZATION 
 

I acknowledge that the information contained In the Company’s Vehicle Fleet Safety Policy has been 
reviewed with me and a copy of the policy and driver rules have been furnished to me. As a driver of a 
Company vehicle, I understand that it is my responsibility to operate the vehicle in a safe manner and to 
drive defensively to prevent injuries and property damage. 

 
I also understand that my employer will periodically review my Motor Vehicle Record to determine 
continued eligibility to drive a Company vehicle. In accordance with the Fair Credit Reporting Act, I have 
been informed that a Motor Vehicle Record will be periodically obtained on me for continued employment 
purposes. Yes   

 
 

TOOL AND CLOTHING REQUIREMENTS 
 

I understand I must follow the dress code set forth in Bornor Restoration’s Manual. I also understand that 
I am responsible for providing my own set of tools to use on the job site. Yes   
  _ 
RESPIRATORY PROTECTION & FIT TEST 

 
I understand that I must be properly trained and fitted prior to respirator use. Yes   

 
 

NO SMOKING AND NO CELL PHONE USE DURING WORKING HOURS 
 

I understand NO SMOKING will be permitted on the jobsite. 
Check with your foreman for designated time and place for smoking. 
I understand NO CELL PHONE USE will be permitted during working hours. 
Personal calls can be made during a scheduled break or at lunch time. Yes   
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REGARDING ABSENCES 
 

The following items regarding absences are outlined in the Company Policy. 
I acknowledge receipt of the Company Policy and understand that: 

1. “Employees are required to work on an on-going basis. If weather conditions are 
such that work is questionable, employees must call their Superintendent daily for 
work status. Employees failing to report for work when work is available shall be 
subject to Unemployment Agency regulations.” 

2. “Any employee off work, due to illness may be expected to furnish a doctor’s 
statement upon request, when returning to work.” (You MUST notify the 
Superintendent or the office DAILY if you will NOT be at work due to illness.) 

3. “Any employee who is off work more than three (3) days without 
notifying the office will be considered a voluntary quit.” Yes   

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  

Employee Signature Date 
 
 
 
 

  

Printed Name Witness 
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