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SAFETY MANUAL
Custodial Services 
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Ergonomics
“Ergonomics” is a term widely used to describe the analysis and reduction of sprain 
and strain risks. 

Some basic examples of “ergonomics” to protect your back include:

 » Know your “power zone”, which is the area between the top of your thighs and your shoulder.

 » When you work above your shoulders, you increase your risk of infjury.  Likewise, when you 
work below your knees (picking up items from the floor, for example), you increase your risk 
of injury.

 » Keep objects close to your body as you lift and carry them to reduce your risk of injury.

As a Custodian, you are vital to the smooth operation of your local church.  But some of your 
job tasks may include risks and hazards for which you need to be prepared.  This manual 
is designed for you to understand potential exposures and to be armed with the controls 
needed to reduce the risks associated with those exposures.

Save Your Back!
Bending, stooping, twisting, reaching, lifting, and 
carrying are all activities that increase back injury 
risk. Custodians are just as likely to suffer work-
related back injuries as employees in other work 
environments. Throughout the day, you regularly pick 
up items from the floor, reach for items from storage 
shelves, and perform other routine duties of your 
job. Every one of these tasks poses the risk of a back 
injury, but that risk can be minimized or eliminated 
through awareness and safe behaviors.

Keep objects being lifted close to your body
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RISK RECOMMENDATIONS 

Reaching
 » Reaching overhead to access stored 

items

 » Bending to pick up heavy items 
from the floor

 » Store heaviest items at waist level, where your 
“power zone” is 

 » Place light and infrequently used items on 
top shelves

 » Try to avoid using the lowest shelves, or if you 
can’t, make sure these items can be easily 
accessed and that you have enough room to 
practice good posture, keeping your back straight 
as you bend your legs to pull items close to you

Incorrect Lifting
 » Lifting with back rather than knees

 » Straight legs place strain on 
lower back

 » If lifting is necessary, use the following lifting 
technique: 

• Stand close to the object

• Keeping your back straight, place one foot 
slightly forward of the other foot and lower 
yourself onto one knee

• Grasp the object with both arms and hold 
them close to your body

• Push with your legs, and slowly return to the 
standing position. Keep your back straight at 
all times and core muscles engaged 

Repeat Lifting
 » Repeatedly lifting items can lead to 

muscle strains and associated pain
 » Place frequently used items at waist level

 » Move items from the shelf onto a cart to reduce 
strain on your back

Picking Up Objects
 » Picking up objects from the floor  » Squat down, bending your 

knees and at the waist while  
keeping your back straight

 » Use the golfer’s lift, which allows  
you to maintain a straight back

Heavy Loads
 » Picking up heavy trash receptacles  » It is recommended that Custodians change trash 

at least once per day to avoid heavy loads

 » Relocate garbage closer to work area if able

Below are some in-depth risks and recommendations to address many common tasks 
Custodians encounter.
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Avoid Sprains & Strains

Steps Stools and Ladders
Step stools and ladders are useful tools to prevent reaching overhead, however, they must be 
properly used to avoid injury. 

Storage
Avoid storing heavier objects above shoulder height. If there is a concern for children getting to 
these items, lock them safely away. The probability of back injury increases when lifting items 
above the shoulders as well as lifting between floor level above the knees. Practice proper lifting 
techniques and integrate them into your daily routine.

 

Bending and picking up items from the floor are 
common causes of back injuries.

Teachable 
Moment: 

Take five seconds!  
Think about the task ahead. 
Before you lift something, ask yourself 
these questions:

 » How heavy is the load?

 » Will it be awkward to control?

 » Should I ask for help?

 » Does it have sharp edges?

 » Will it be slippery or awkward to lift?

 » Is my pathway clear?

 » Will I be able to see where I am going?

 » Is there a safe way to grip the load?

Body mechanics are very important.

 » Keep your feet:
• Close to the object.

• Shoulder-width apart for good balance.

• One foot slightly ahead of the other 
to help keep your center of gravity 
under control. 

 » Bend your knees and use your thighs – the 
largest muscles in your body – to assist you.

 » Keep your back as straight and vertical 
as possible.

 » Lift as you straighten your legs. 

 » Keep the load close to your body. The 
further the load is from your body the  
more force is placed on your back.

Resist the temptation to “save time” by doubling-up on the items to be lifted.  
Do you save time if you are injured?
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Bending/Stooping
When you pick up something off the ground, especially when it is a small object like a pencil, it is 
almost an automatic reflex to bend over to retrieve it. When you bend forward at the waist while 
both feet are on the ground, tremendous forces are applied to the discs in your lower spine. Keep 
in mind that before lifting any object, your lower back is already sustaining the weight of your upper 
body, which for most individuals is about 70 to 100 pounds.

Commonly accepted safety practices recommend keeping our back straight and bending at the 
knees, reducing additional stresses to the spine. This is a more balanced position and helps prevent 
lower back strain. Children who are just learning to walk will exhibit this same posture when they 
retrieve objects from the ground.

The American Physical Therapy Association (APTA) recommends that you keep your head and 
back straight, bending at your waist, and extend one leg off the floor straight behind you when 
picking small objects up from the floor (sometimes called a “golfer’s lift”). In this position, the other 
leg acts as a counterbalance to your trunk, and when you straighten, your lower back muscles don’t 
have to work as hard to bring you back to an upright position.

Pushing Lawn Mowers, Snow Blowers, Floor Polishing Machines and Carts
When any type of mobile equipment, stay as close as possible, allowing your back to remain 
straight and your shoulders back. The pushing force should come from your legs, not your arms. 
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Slips, Trips & Falls
Ensure that spills are cleaned up immediately and rugs are secured.

RISK RECOMMENDATIONS 

Items on the Floor
 » Tripping and falling over 

items on floor
 » Ensure that all rugs are secured, especially edges

 » Report and repair worn or damaged flooring

 » Organize storage areas to remove clutter; consider wall-
mounted storage hooks, shelves, etc.

 » Keep furniture and other items out of hallways, if possible.  If 
not, place furniture consistently one side of the hallway (vs. 
both sides) to allow for safer passage.

 » Make sure that no electrical cords cross walkways;  if they 
do, make sure they are taped down or covered with special 
beveled mats to prevent them from becoming trip hazards.

Wet Floor
 » Slipping and falling on 

wet floors
 » Promptly and properly clean up spills – wet mop then dry 

mop - and use wet floor signs to warn of potential wet floors.

 » Wear slip-resistant shoes;  these have a special tread to 
“squeegee” wetness away.

Inclement Weather
 » Walking outdoors during/

after a storm
 » Since many childcare centers remain open during bad 

weather, plan ahead and wear boots with good tread.

 » Stay on shoveled walkways. Don’t try to save time by 
taking shortcuts

 » Do the penguin walk!
• Bend slightly and walk flat-footed

• Point your feet out slightly

• Keep your center of gravity over your feet as much 
as possible

• Watch where you are stepping

• Take shorter, shuffle-like steps

• Keep your arms at your sides (not in your pockets!)

• Concentrate on keeping your balance
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Entry Mats

Experts recommend at least 10 to 12 feet of mats at 
entrances to ensure that water and contaminants are 
removed from the soles of shoes. 

Causes of Entry Hazards
 » Entrants tracking in water or contaminants 

from outside

 » A change in floor surfaces that reduces traction 

 » An uneven entrance mat 

 » Entrants being focused on where they are going 
next rather than looking for hazards

These causes can lead to slips, trips, and falls, which 
can result in severe injuries. However, these incidents 
are preventable by taking precautions. 

Entrance Mat Length Criteria 
in Various Weather

Rain
8-10 Steps

Dry
6-10 Steps

Snow
10-12 Steps
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Ladder Safety
RISK RECOMMENDATIONS 

Ladder in Bad Condition
 » Falling from risky ladder  » Make sure the ladder is in good condition BEFORE you use it!  

 » If you find any of the following, you must take the ladder OUT of 
service and select a different ladder:

• Loose, split, cracked, or missing rungs;

• Lost or damaged feet (non-slip);

• Cracks on any section;

• Signs of corrosion;

• Loose rivets, fastenings;

• Grease or anything slippery on the rungs.

 » General maintenance tips:

• Inspect your ladder prior to each use.

• Clean and lubricate moving parts.

• Replace worn parts and labels according to the 
manufacturer’s  instructions.

• Keep ladders away from heat sources and corrosive 
substances.

• Assure that all rungs are parallel, level, and uniformly 
spaced.

• Do not paint any ladders—paint can conceal structural 
defects.

• Clean metal ladder rungs to prevent accumulation of 
materials that might destroy non-slip properties. Carefully 
check all metal fittings.

• Store ladders under suitable cover for protection from the 
weather.

 » Take damaged ladders out of service, and mark “Do Not Use”.  
If ladders are taken out of service, assure they are destroyed 
so that “dumpster divers” don’t use an unsafe ladder and then 
blame the church for their injuries.
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Improperly Placed Ladder
 » Ladder collapsing, falling  » Open the step ladder all the way, on a firm, flat surface;  

 » Make sure the ladder sides are all the way open;

 » Lock the spreader bar (see arrow in the picture at right).

 » Safely climb the ladder.

 » NEVER use a stepladder that is leaning against a wall

Ladder Incorrectly Used
 » Falling from ladder  » Keep three points of contact on the ladder at all times – two 

hands and one foot, or two feet and one hand – while climbing, 
and two feet and one hand when working;

• Climb facing the ladder with your body centered between 
the rails

• Don’t step on the top rung or the very top of the ladder

• Don’t twist your body while climbing

• Don’t climb with hands full of gear

• Do not lean out or around ladder uprights

• Keep your belly button between ladder uprights

• Stepladders may never be greater than 20 feet in height

• Do not use ladders as a work platform

• Keep the area around the bottom and top of the ladder free 
of debris

• Allow only one person on a ladder at a time

• Do not move or extend the ladder while occupied  
(i.e., no ladder jumping)

Never have tools or 
other items resting on 
the steps or hanging 

from the rungs

Never over-reach 
sideways

Never carry heady 
or unstable items up 

the ladder

Never use a ladder 
with missing, broken 

or loose parts

More Ladder Safety Tips
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Several Conference Custodians were seriously injured when 
incorrectly leaning stepladder against a wall and climbing them 
(rather than opening them and locking the spreader bar).

Teachable 
Moment: 

Minimize your risk of injury:
If you still use wooden step ladders, these 
“oldies but goodies” can be  unstable and 
cause splinters.

 » Replace wooden ladders (top) with 
fiberglass ladders (center) rated to at least 
300 lbs.  

 » Always ensure that step ladder spreaders 
are locked in place before climbing the 
ladder.  

 » Never climb a ladder that is “leaning” 
against a wall unless it is a straight ladder 
designed specifically for that use.  

 » If you use a straight ladder, there is a 
formula that must be followed.  For every 
four feet you climb, the base of the ladder 
must be one foot from the wall (bottom).

Wooden step ladder

Fiberglass ladder

4’ to 1’ Ratio
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Fire Prevention & Control
Electrical Hazards
 » Don’t overload electrical circuits and extension cords. If you have several pieces of office 

equipment running simultaneously, make sure that their combined voltage doesn’t exceed the 
capacity of their circuits. Extension cords are particularly prone to overload since they rarely 
feature the safety features of breakers or fuses. 

 » Check all electrical cords and plugs for damage and wear. 

 »  Check to ensure electrical cords do not run under rugs and are never nailed or stapled in place. 

 » Make sure extension cords are being used ONLY as a temporary measure. 

 » Ensure that extension cords and circuits are not overloaded. 

 » Make sure all electrical appliances (coffee pots, etc.) are turned off when employees leave the 
office.

 » Regularly inspect the work area for fire hazards. 

 » Assure that the smoke alarms are tested regularly in accordance with the manufacturer’s 
recommendations. 

 » The use of space heaters is not recommended since they are responsible for many fires every 
year. If employees use a space heater for warmth, they must be approved by Underwriters 
Laboratory (UL) for electrical safety. Instruct employees to keep them away from paper or other 
flammable materials, and turn them off when not in use. 

Flammable Liquid Use and Storage
 » To ensure the safety of your facility and employees, it is important to store flammable liquids in 

temperature-controlled environments, away from areas with heavy foot traffic. 

 » It’s recommended to keep these chemicals in an external flammable storage area, such as a 
locked metal shed, that is located outdoors. If you must store these chemicals indoors, they 
must be placed in a flammable storage cabinet (example pictured at right). 

 » Examples of flammable liquids include: 

• Paint thinner

• Solvents

• Oil-based paints

• Spray paints

• Gasoline

• Kerosene

If you’re not sure, check the label for the “flammable” symbol and store the chemical accordingly.
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Portable Fire Extinguishers
Portable fire extinguishers can be an effective early response to a developing fire, if they are 
maintained and used properly. To avoid putting workers in danger, fire extinguishers should be 
located throughout the workplace and readily accessible in the event of a fire. OSHA has created 
standards (1910.157) to help keep your workplace safe and free of hazards.

Employer Responsibilities
 » Inspect, maintain, and test all portable fire extinguishers in the workplace.

 » Assure that they are readily accessible to employees, free of obstructions, and are clearly 
identifiable.

 » Ensure that each extinguisher is off the floor and mounted 42 inches above the floor.

 » Ensure that fire extinguishers are maintained in a fully charged and operable condition and kept 
in their designated places at all times except during use.

 » Visually inspect portable extinguishers or hoses monthly.

 » Perform an annual maintenance check on portable fire extinguishers; record annual 
maintenance date.

 » Assure that hydrostatic testing is performed by trained persons with suitable testing equipment 
or when fire extinguisher is damaged

 » Empty and maintain dry chemical extinguishers (that require a 12-year hydrostatic test) every 
six years.

 » Provide an educational program to familiarize employees with the general principles of fire 
extinguisher use and the hazards involved with incipient stage fire fighting (when first hired and 
once a year thereafter).

 » Use only approved portable fire extinguishers

P.A.S.S. Method
When operating a fire extinguisher,  
keep the PASS method in mind:

P – Pull the pin
A – Aim at the base of the fire
S – Squeeze the handle
S –  Sweep from side to side
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Using a Fire Extinguisher
The following steps should be followed when responding to an incipient stage fire:

1) Sound the fire alarm and call the fire department, if appropriate

2) Identify a safe evacuation path before approaching the fire

3) Select the appropriate type of fire extinguisher

4) Discharge the extinguisher within its effective range using the P.A.S.S. method

5) Back away from an extinguished fire in case it flames up again

6) Evacuate immediately if the extinguisher is empty and the fire is not out or if the fire 
progresses beyond the incipient stage

When is a fire too big for me to fight?
If your employer expects you to fight small fires in an emergency, then training is required. If you 
have not been trained on how to fight a fire, evacuate the building immediately. A fire is too big for 
you to fight when it is no longer contained to the original material ignited (e.g. a waste basket) or if 
the flames are higher than your head. Evacuate immediately if the fire involves flammable materials 
or if you have any doubts of your ability to fight the fire. An incipient stage fire is when the fire is at 
the initial or beginning stage and can be controlled or extinguished by portable fire extinguishers.

Fire Extinguisher Classes
Different types of fire extinguishers are designed to fight different types of fire. Each class of fire 
extinguishers is designed to fight a certain type of fire; however, ABC combination fire extinguishers 
are very popular and make them usable on different types of fires.

Class Symbol Pictogram Intended Use Examples

A   

Ordinary solid  
combustibles

Paper, plastic, rags, 
and wood

B
  

Flammable liquids  
and gases

Oil, grease, gasoline, 
and paint

C
  

Energized electrical  
equipment

Motors, heaters, and 
office machines

D
 

None Combustible metals
Magnesium, aluminum, 
sodium, and potassium

K
  

Oils and fats
Cooking fluids such as 
oils and fats



United Methodist Workers’ Compensation Trust 15

What is wrong in these photos?

 » Fire extinguisher not 
clearly visible

 » Materials obstructing the 
extinguisher

 » Below 42 inches – too close 
to floor

 » Fire extinguisher not fully 
charged and in an operable 
condition.  Go for the green!
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Confined Space
What is a confined space?
In order for a work area to be defined as a confined space it must meet all three of the 
following criteria:

 » Limited Openings for Entry and Exit. A confined space may be difficult to enter and perform 
repair work, or general maintenance. If something goes wrong while you are inside a confined 
space, escape/rescue may be difficult. Just because a work area has more than one way of 
escape, does not necessarily mean it is not a confined space. If the space has limited ways to 
get in and out, it could be a confined space. A open top tank would have limited openings for 
entry and exit.

 » The Space is not Intended for Continuous Human Occupancy. This means that the space was 
designed to hold something other than people. Examples include tanks and manholes.

 » The Space is Large Enough for You to Enter and Conduct Work. If you cannot fit your body into 
the space you cannot become trapped inside.

NOTE:  Any time any part of your body breaks the plane of a confined space, such as in the picture 
above, you are entering that space.  Toxic fumes could cause serious injuries, even death, without 
taking legally required precautions.

Examples of confined spaces?

 » Tanks  » Boilers  » Manholes  » Sewers

Potential hazards of confined spaces:
 » Toxic fumes

 » Oxygen deficiency

 » Explosive atmosphere

 » Exposure to hazardous energies 

 » Moving machine parts

 » Engulfment/entrapment  

There are many safety precautions to take prior to entering – and working in – confined spaces, 
which is why this type of work should be contracted out to a qualified contractor.

 » Entry into a confined space is governed by OSHA and includes, at a minimum, the following 
requirements: 

• Perform a hazard assessment to identify all hazards and needed controls. This include 
hazards created by the work itself. 

• There must be trained and authorized entrant, attendant and confined space supervisor on 
in order to enter a confined space.

• A confined space permit, signed by a confined space entry supervisor, is required to be 
completed and posted at the job site.
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• The atmosphere must be tested prior to and continuously during a confined space entrance.

 › Provide initial and continuous monitoring for toxics, flammables, and oxygen. 

 › Ventilate and monitor when performing hot work or applying chemicals either in a 
confined space or an adjacent area.

 › Check for adequate, continuous ventilation when hazardous atmospheres are possible.

• Lock-out all energy sources: This includes stored energies.

• Use proper controls and protective equipment: This includes respiratory, skin, eye, and fall 
protection.

• Set up a retrieval device. 

• Confirm that training is current for: 

 › Entry personnel

 › Attendants 

 › Supervisors 

 › Rescue personnel 

 » Ensure that rescue personnel are available.

 » Ensure that the attendant is:

• At the point of entry. 

• In communication with rescue and entry personnel. 
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Asbestos
Asbestos is a naturally occurring mineral fiber. Decades ago, it was used in numerous building 
materials and vehicle products. Today is it used far less. The most significant hazard relates to the 
demolition and deterioration of materials containing asbestos, which could lead to inhalation and 
potential serious health hazards. Asbestos particles, if released, are microscopic and are able to 
enter the lungs. Exposure to friable asbestos can cause cancer of the lining of the lung, called 
mesothelioma.

Sources of Asbestos
The following materials are presumed to contain asbestos if they were installed before 1981:

 » Thermal system insulation

 » Roofing and siding shingles

 » Vinyl floor tiles

 » Plaster, cement, putties, and caulk

 » Ceiling tiles and spray-on coatings

 » Industrial pipe wrapping

 » Heat-resistant textiles

 » Automobile brake linings and clutch pads

Health Effects
 » Short-term health effects include eye, skin, and respiratory irritation.  

 » Long-term health effects are a much greater concern. They can take as long as 30 years to 
manifest and may include the following:  

• Lung cancer

• Mesothelioma (a rare cancer, specific 
to asbestos)

• Asbestosis (asbestos deposits in 

the lungs)

• Breathing difficulties

• Interstitial fibrosis (scarring of the lungs)
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Safe Work Practices

Access to areas containing intact asbestos:
Do not work around asbestos-containing materials (ACM) unless the following conditions are met: 

 » The ACM is intact, enclosed, or encapsulated (non-friable) with no likely exposure to asbestos.

 » Your work in the area is essential (such as housekeeping or HVAC work in boiler rooms).

 » You have completed asbestos awareness training. 

 » You are able to avoid damaging any ACM. 

 » Your work is restricted in these areas to the greatest extent possible.

Access to areas containing damaged asbestos:
Do not work with or around damaged or deteriorated ACM unless you are certified to do so.  

The work of remodeling, repairing, or demolishing asbestos-containing areas is restricted to 
contractors certified in asbestos abatement.

Hygiene practices:  
 » Use proper HEPA-filtered vacuum systems to clean up any dust which may contain asbestos in 

asbestos-regulated areas; avoid all dry sweeping and the use of compressed air.  

 » Use good personal hygiene, including good hand washing practices after working in an 
asbestos-restricted area prior to eating, drinking, smoking, chewing tobacco or gum, or applying 
cosmetics. Also, never do these activities while in an asbestos-restricted area.

Assessment and program:
 » Identify and label ACM by assessing all areas where asbestos may be present.  

 » Establish an Operations and Maintenance (O&M) program for asbestos and assure that it 
is followed.

 » Monitor the condition of ACM through periodic visual inspections of areas with asbestos to 
assure that ACM remains intact.

 » Assure that all assessments are only conducted by EPA-trained and certified individuals. 

 » Assure that all employees who have to work in ACM-containing areas are given asbestos 
awareness training.

Warning signs and controlled access:
 » Regulate asbestos-containing areas with signs containing OSHA-specified language. 

 » Properly label any asbestos-containing pipes to indicate the presence of asbestos.

 » Restrict all nonessential employees from accessing areas where ACM is present.

 » Restrict all employees from accessing areas of damaged or deteriorated ACM. These areas 
should be accessed only by asbestos-certified contractors. 
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Contractor safety:
 » Utilize outside contractors who are certified in asbestos to conduct all work which may involve 

asbestos exposures. 

 » Assure that proper control methods are in use, including sealed containment areas with 
negative pressure HEPA vacuum machines or glove bagging of piping if the asbestos is 
contained in a small area. 

 » Assure that contractors conduct proper air monitoring to assure that there is no contamination 
outside the work zone during the project. 

 » Assure that clearance sampling occurs after the project is completed. The results must be non-
detectable prior to opening up the area to general employees or the public.

 » Assure that contractors use good personal hygiene practices. 

 » Assure that contractors have an established work plan with properly defined decontamination 
areas, change rooms, and shower facilities that keep contaminated clothing separate from clean 
clothing and otherwise prevent contamination outside the asbestos abatement work area. 

 » Assure that lunch room facilities remain uncontaminated. 

 » Assure that local exhaust ventilation with HEPA filtration and wet methods are utilized to 
suppress dust formation.

 » Assure that contactors do not dry sweep or use compressed air where asbestos may 
be present. 

 » Assure that contactors do not sand floor tile that potentially contains asbestos.  

 » Assure that contractors use proper respiratory protection and full body personal protective 
equipment (PPE), without any skin exposure or openings where asbestos may penetrate and 
directly contact skin. 

 » Assure that contractors abide by the medical surveillance and all other OSHA requirements.

 » Assure that contractors HAVE documentation of asbestos training and certification records for 
each asbestos contractor employee who will be working on the site. 

 » Assure that contractors comply with all other aspects of the OSHA standard and follow all 
applicable EPA regulations. 

Resources
For further information regarding the health effects of asbestos, please consult OSHA’s 
Asbestos Standard:

 » 29 CFR 1910.1001 for general industry

 » 1915.1001 for the shipyard industry

 » 1926.1101 for construction
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Chemical Use

Using Solvents
A solvent is a compound that dissolves another material, resulting in a solution. The most common 
solvent custodians may use are organic materials such as paint thinners, degreasers, alcohols and 
petroleum distillates.  These solvents can present significant danger, as they evaporate into the air 
in confined or poorly ventilated areas.

Characteristics of solvents:
 » They usually have a low boiling point.

 » Many are flammable and evaporate easily.

 » Usually they are clear, liquid and often have a characteristic odor.

Common uses for organic solvents:
 » Degreasing operations

 » Industrial cleaners 

 » Dissolving glue

 » Spot removers

 » Detergents and cosmetics 

Health hazards:
 » Solvent vapor can irritate breathing passages, e.g., noses, throats or lungs. 

 » Some solvents may displace breathing air. 

 » Long-term exposure may be harmful to the liver, kidney, lungs, eyes, and nervous system.  

 » Prolonged skin contact with solvents can cause drying and cracking of skin and irritation to 
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the eyes. 

Control measures:
 » Training: Only people who are trained and authorized are allowed to handle these materials. 

• Before using a solvent, review the following: the current safety data sheet (SDS), including 
the solvent’s physical and chemical hazards; the Hazard Assessment; the required 
controls; the proper personal protective equipment (PPE); the engineering controls and the 
administrative controls. 

• Follow the specified proper eye, skin and respiratory protection. 

• Know all spill and emergency handling requirements.

 » Maintain proper controls: These will provide the necessary protection against potential injuries 
and long-term health effects. 

• Ensure that fixed or portable local exhaust ventilation is in operation in the vicinity where 
solvents are being used.

• If local exhaust ventilation is not adequate and the work would result in breathing solvent 
vapors, specified respiratory equipment must be worn in accordance with the written 
respiratory protection program.

• Follow all confined space program requirements. Ensure that the space is monitored before 
and during activities by a trained and qualified person.

Control ignition sources:
If the material is flammable or combustible, ensure that all ignition sources are controlled. Do not 
use solvents on hot surfaces. 

 » Use and store solvents in areas free from sources of ignition, sparks, open flames and oxidizers 
such as calcium hypochlorite, sodium nitrate and peroxides. 

 » Store solvents in designated flammable liquid storage rooms, cabinets or lockers.

 » Make sure that containers are tightly closed when not in use. 

 » Do not store aerosol solvents in areas with temperatures above 120˚ F.

Use solvents carefully: 
 » Use a particular solvent only for its intended purpose; do not use any solvents for unauthorized 

applications.

 » Keep solvent containers closed when not in use to avoid breathing the solvent vapors. 

 » f using solvents from aerosol cans make sure that the nozzle is pointed away from the face.
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Personal Protective Equipment  
& Proper Work Attire

Protect Your Hearing
Employees must prevent hearing loss and protect their ears. This includes reducing volume, 
reducing exposure, and using proper ear protection. Learn about the “4 Ps” and protect 
your hearing.

The 4 Ps
Permanent
Noise-induced hearing loss is permanent. Most people don't realize they have a hearing 
problem until after there is too much damage. This damage is permanent to their hearing. Both 
loud noises and exposure to steady-state noises can damage your hearing.

Painless
It may be easy to think that you'll feel when hearing levels are too loud. You may also think that 
you'll respond at that point to limit your exposure. The reality is that elevated noise levels that 
cause hearing loss don't cause pain. Most people who suffer from noise-induced hearing loss 
don't feel any physical pain.

Progressive
Another common myth about noise-induced hearing loss is that the damage at one time. That's 
not the case. People with this type of hearing loss are usually exposed to the noise over many 
years. They also never used or rarely used hearing protection devices. Again, most people 
don't realize they have hearing loss until there's permanent damage.

Preventable
The truth is that occupational noise-induced hearing loss is preventable. Use proper hearing 
protection devices and preventative measures. By doing this, employees can reduce noise-
induced hearing loss in their workplace. The first step in preventing hearing problems is to 
know the damaging sound levels.

When you use machinery or objects that make noise, you should measure that noise. Whenever 
noise levels reach 85 decibels (dBA) or above, you should use proper hearing protection. The 
following dBAs can be damaging to your hearing.

 » 85 dBA for prolonged periods.

 » 100 dBA for 15 minutes or more.

 » 120 dBA for 9 seconds.

 » 140 dba immediately.
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Preventing Occupational Hearing Loss
You can protect employees from noise-induced hearing loss in many different ways. Use hearing 
protection devices, including earplugs and earmuffs. 

Protect Your Sight
Eye injuries in the workplace are very common. The National Institute for Occupational Safety and 
Health (NIOSH) reports that every day about 2,000 U.S. workers sustain job-related eye injuries that 
require medical treatment. However, safety experts and eye doctors believe the right eye protection 
can lessen the severity or even prevent 90% of these eye injuries.

Chemicals or foreign objects in the eye and scratches on the cornea are common eye injuries that 
occur at work. Other common eye injuries come from fluids splashed in the eye, burns from steam 
and ultraviolet or infrared radiation exposure.

In addition, custodial staff and other workers may be at risk of acquiring infectious diseases from 
eye exposure. Some infectious diseases can be transmitted through the mucous membranes of the 
eye. This can occur through direct contact with splashes of blood, respiratory droplets generated 
during coughing, or from touching the eyes with contaminated fingers or other objects.

What are the potential eye hazards at work?
Workplace eye protection is needed when the following potential eye hazards 
are present:
 » Projectiles (dust, concrete, metal, wood and other particles).

 » Chemicals (splashes and fumes).

 » Radiation (especially visible light, ultraviolet radiation, heat or infrared radiation, and lasers).

 » Bloodborne pathogens (hepatitis or HIV) from blood and body fluids.

 » Some working conditions include multiple eye hazards. The proper eye protection takes all 
hazards into account.

Workers experience eye injuries on the job for two major reasons:
 » They were not wearing proper eye protection.

 » They were wearing the wrong kind of protection for the job.

The type of safety eye protection you should wear depends on the hazards in 
your workplace:
 » If you are working in an area that has particles, flying objects or dust, you must at least wear 

safety glasses with side protection (side shields) – see top picture at right.

 » If you are working with chemicals, you must wear goggles – see middle picture at right. 

 » If you are working near hazardous radiation (welding, lasers or fiber optics) you must use 
special-purpose safety glasses, goggles, face shields or helmets designed for that task – see 
bottom picture at right. 
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What should be done in an eye emergency?
Seek medical attention as soon as possible following an injury, particularly if you have pain in the 
eye, blurred vision or loss of any vision. Several simple first aid steps can and should be taken until 
medical assistance is obtained.

First aid for chemicals in the eye:
 » Immediately flush the eye with water for at least 15 minutes. Place the eye under a faucet or 

shower, use a garden hose, or pour water into the eye from a clean container.

 » If you are wearing contact lenses, immediately remove them before flushing the eye.

 » Do not try to neutralize the chemical with other substances.

 » Do not bandage the eye.

 » Seek immediate medical attention after flushing.

First aid for particles in the eye:
 » Do not rub the eye.

 » Try to let your tears wash the speck out, or irrigate the eye with an artificial tear solution.

 » Try lifting the upper eyelid outward and down over the lower eyelid to remove the particle.

 » If the particle does not wash out, keep the eye closed, bandage it lightly and seek medical care.

Some particles, particularly metallic ones, can cause rusting spots on the eye if left untreated for 
several days. If you are unsure if the object is gone, do not delay medical care.

First aid for blows to the eye:
 » Gently apply a cold compress without putting pressure on the eye. Crushed ice in a plastic bag 

can be placed gently on the injured eye to reduce pain and swelling.

 » In cases of severe pain or reduced vision, seek immediate medical care.

First aid for cuts and punctures to the eye or eyelid:
 » Do not wash out the eye.

 » Do not attempt to remove an object that is stuck in the eye.

 » Cover the eye with a rigid shield, like the bottom half of a paper cup.

 » Seek immediate medical care.
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Work Attire
To choose the correct work attire, first conduct a hazard assessment. Attire must be chosen and 
worn based on anticipated hazards, not the job description or routine job location. 

It is usually the responsibility of the employee to obtain and wear appropriate work attire. 

Clothing considerations for common workplace hazards
Entanglement hazards:
 » If you operate or work near machinery, never wear loose-fitting shirts, pants, aprons, or jackets. 

 » Keep your shirt and jacket buttoned or zipped up. 

 » Never wear ties near any operating machinery.

 » Proper fitting and straight-legged pants reduce self-tripping and entanglement hazards. Loose 
overalls or pants with cuffed or rolled up legs present a safety hazard. If your pant legs are too 
long, have them hemmed to the correct length. 

 » Some fashion accessories, such as loose jewelry (i.e., rings, necklaces, earring, bracelets, etc.), 
belts, straps, shoelaces, and suspenders, can catch on moving machinery parts and create a 
hazardous situation.

 » Hot work hazards: Due to the potential for burns, heat-resistant clothing and protective 
equipment must be worn when doing hot work such as welding, grinding, and flame-cutting.

 » Falling hazards: Wear a hard hat if there is any possible risk of falling objects including tree 
limbs and debris. 

 » Chemical hazards: If you work with chemicals or other hazardous materials that could spill or 
splash, long pants and closed-toed shoes are required. 

Foot protection
 » Always wear shoes that are appropriate for the job. 

 » Some job tasks require sturdy shoes or boots with non-slip soles and adequate foot and toe 
protection. 

Common injuries and their causes:
Fingers and hands are injured more than any other part of the body. Many times these injuries 
occur due to lack of an understanding of the hazards that exist or lack of Personal Protective 
Equipment. 

Personal protective equipment (PPE): 
PPE is designed to guard against any risk present in the workplace. This can be things like molten 
metal, falling debris, electric shock, etc. Injuries occur when employees choose not to wear 
designated Personal Protective Equipment or use the wrong type of equipment.  
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Important pointers on how to avoid common injuries:
 » In most cases, gloves have to be used to prevent hand injuries. 

 » Before handling, inspect materials for slivers, jagged edges, burrs, and rough or 
slippery surfaces. 

 » Get a firm grip on the object. 

 » Clear a path of travel and a set point.

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

 » Care should always be taken when wearing gloves while working with or around 
rotating machinery.

 » When handling lumber, pipes, or other long objects, keep hands away from the ends to prevent 
them from being pinched or from sharp edges. 

 » Wipe off greasy, wet, slippery, or dirty objects before trying to handle them. 

 » Keep hands free of oil and grease. 

 » If injuries do occur have them treated immediately.  Cuts or scratches can become infected 
unless properly cared for.

 » Report accidents immediately; following procedures for initial response and containment of 
the incident. 
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Bloodborne Pathogens
Bloodborne pathogens are infectious microorganisms in human blood that can cause disease in 
humans. These pathogens include, but are not limited to, hepatitis B (HBV), hepatitis C (HCV) 
and human immunodeficiency virus (HIV). Custodian personnel may be at risk for exposure to 
bloodborne pathogens.

Risk of exposure includes:
 » Cleaning up potentially infected blood or other bodily fluids (restrooms, for example).

 » Exposure to others’ blood when performing first aid

Protect yourself!
Wear disposable gloves and safety glasses when cleaning restrooms.

Never “wipe” blood spills – blot the spill first with paper towels, then clean with a solution of bleach 
and water (9 parts water, 1 part bleach). Wiping blood merely spreads the contamination.  Carefully 
dispose of soiled paper towels.

Carefully remove gloves and thoroughly wash hands after removing gloves.

Remove contaminated gloves  
the right way!

1. Grasp outside edge near wrist

2.  Peel away from hand turning glove  
inside-out

3.  Hold rolled glove in opposite gloved hand

4.  Slide ungloved finger under the wrist of the 
remaining glove, being careful not to touch 
the outside of the glove

5.  Peel off glove from inside, creating a bag 
for both gloves

6.  Discard and wash hands thoroughly
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Control of Hazardous Energy
Otherwise known as “Lockout/tagout (LOTO)”, the control of hazardous energy includes 
procedures used to ensure that equipment is shut down, inoperable, and (where relevant) de-
energized. This allows maintenance and repair work on the system to be performed safely.

Any workplace scenario involving equipment that could lead to the unexpected release of 
hazardous energy requires the use of lockout/tagout procedures. In this context, “hazardous 
energy” includes electricity as well as pneumatic pressure, hydraulic pressure, and gas. The 
purpose of LOTO procedures is to prevent direct exposure to this energy, as well as to prevent 
harm caused by any machinery or objects that could be moved by that energy (e.g., a pneumatic 
press accidentally being activated).

Some examples of lockout/tagout devices include:

 » Circuit breakers

 » Single and three phase knife switch disconnects

Requirements
 » Know the location of circuit breakers and disconnects so they may be accessed and shut off in 

an emergency.

 » Circuit breakers and disconnects need to be marked in accordance with the equipment 
they service. 

• These markings allow the proper location of energy isolation devices for lockout/tagout 
activities in accordance with your organization’s energy control procedures. 

 » Circuit breaker identification listings need to be present near or on the inside door of panel 
boxes that house circuit breakers. Assure that they correspond to circuit breaker disconnects 
inside of the panel boards.

 » Keep areas around electrical disconnects clear to allow access.

• Do not use them as storage areas. 

• There should be at least three feet (more for higher voltages) of clearance in front of, and to 
the side of, electrical equipment.  

 » Assure electrical disconnects are correctly marked and correspond to the equipment’s energy 
control procedures for lockout activities.

 » Missing circuit breakers in panel boxes must have “blanks” installed to prevent access to 
energized parts.  
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Hot Work 
Hot work is a process that involves welding, soldering, brazing, cutting, grinding, drilling and 
burning or melting metals or other substances such as glass. 

Use of open flame in the furnace or sparks or such ignition tools are considered hot work 
procedures. These types of work are fire hazards, especially when flammable and/or combustible 
material is present.

In addition to fire hazards, combustion generated from Hot Work operations creates gases, and 
molten metal releases fumes, both of which are dangerous when inhaled. Proper ventilation and 
respiratory protection are critical when performing hot work.

Hazards
 » The following materials are especially prone to emitting toxic fumes and gases: zinc, chromium, 

lead, cobalt, cadmium, mercury, and beryllium.

 » Confined spaces and insufficiently-ventilated areas are prone to oxygen deficiency and toxic 
atmospheres.

Hazard Controls

Engineering controls:
 » Removal or substitution: Inspect the base metal and other materials to be welded. If they are 

especially toxic, consider:

• Whether it is possible to safely strip off the toxic coating without grinding.

• Whether there is a suitable safer metal.

 » Active ventilation: Always use air supplied ventilation when welding in enclosed spaces. 
Position your work in close proximity to the duct to assure that toxic fumes and gases are 
carried outdoors.

Respirators: 
There are two primary types of respirators used in welding and hot-work operations:

 » Filter-type respirators use cartridges to filter incoming air and remove contaminants.

• They are required for open-air hot work with metals containing toxic substances such as 
galvanized steel, zinc, or chromium. 

• They will not provide adequate protection in confined spaces lacking sufficient oxygen 
or ventilation.
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 » Supplied air respirators (SARs) supply the face mask with clean air from outside the 
work area.

• They provide critical life support when working in spaces where flames may consume 
available oxygen.

• They are always required for hot work with beryllium materials or if welding in a confined 
space with inadequate ventilation.

• They may be required when working with materials containing cadmium, lead, and mercury.

Warning: You must be fit-tested and medically evaluated for approval to wear a respirator.  Also, 
you must be trained and authorized before using a respirator. Only wear a respirator designed and 
rated for the hazards involved.
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Power Tools & Machinery 
1. Check the tool over carefully 
 » Is the cord in good condition? 

 » Is the guard on tight? 

 » Are the washers full size? They should just cover the paper washers that are glued onto 
the wheel. 

 » Does the trigger work right? It should cut off the juice when you take your fingers off. 

 » Does the wheel run smoothly and without vibration? 

2. Wear the proper protective equipment 
 » Wear goggles and safety shoes. 

 » Wear any other necessary PPE.

 » Seek assistance if you are unsure about the appropriate PPE.

3. Check the area around the job 
 » Pick up any loose objects or debris. If there is anything you can not pick up that you might trip 

over, like a pipe, notice where it is and keep clear of it. 

 » Decide where you want to run the extension cord. You do not want anyone to trip over it or 
interfere with it, and you do not want to get your feet tangled in it. 

 » Ensure that all other employees are a safe distance away.

Cordless Power Tools
Corded and cordless drills are operated by electrical means.  They each have their own safety 
requirements. Cordless tools have specific requirements to ensure proper functionality and 
ultimately worker safety. 

 » Cordless power tools can include the following:
• Drills
• Circular Saws
• Orbital/Belt and Circular Sanders
•  And, other equipment

 » Use of cordless power tools:
• Manufacturer instructions – carefully read and follow all instructions
• Switch button - do not hold down while carrying tool
• Consider the clothing you wear – loose clothing and jewelry can get caught in moving parts
• Changing bits, blades and accessories - disconnect battery first to prevent accidental operation
• Never reach into the point of operation
• Specified personal protective equipment (PPE) – wear in accordance with your Hazard 

Assessment, e.g. hearing protection and safety glasses at a minimum



United Methodist Workers’ Compensation Trust 33

Drills
 » Secure your work - use a clamp or vise to hold your work

 » “Live” electrical wires –  avoid them by knowing your environment when drilling into a wall, floor 
or anywhere else

 » Avoid severe burns - never touch the bit after drilling

Circular Saws
 » Blade replacement - make sure it is installed correctly (must be turning in the right direction 

with locking nut secured)

 » Tilt angle of saw – ensure correct adjustment

 » Dirt at bottom of saw - remove frequently using a tool or stick (do not use fingers)

 » Trigger switch – ensure smooth operation, avoid inadvertently locking unit into "On" position

 » Keep work secure - keep hands and other body parts out of the path of travel

Orbital/Belt & Circular Sanders
 » Review what you will be working on, e.g. some painted surfaces contain pigmented paints that 

may create a significant air contaminant hazard.  Assure proper PPE and that ventilation is 
specified and used.

 » Metal objects - check work for objects such as staples or nails

 » Dust bag - if equipped, ensure it is emptied frequently

 » Prolonged use – break up work tasks to prevent overuse as vibration can cause injury to hands 
and fingers

 » Sander - hold by insulated handles

Grinding Wheel
The abrasive grinding wheel is probably the most universally used power tool in all industry. 
Because many people use this tool improperly, injuries frequently result from lack of training, 
ignorance of hazards, and incorrect setup and operation. 

Some causes of injury involving abrasive wheels include:
 » Failure to use eye protective equipment 

or the eye shield mounted on the grinder 
itself. Cup-type goggle should be used for 
extremely rough grinding. 

 » Holding the work improperly 

 » No work rest or an improperly adjusted work 
rest (work rest should be no more than one-
eighth inch from the wheel) 

 » Cleaning, adjusting or gauging work while 
the machine is in motion 

 » Improper wheel guards; excessive 
wheel speed

 » Taking too heavy a cut

 » Applying work too quickly to an old wheel 

 » Side grinding 

 » Vibration and bursting of wheels 
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Wear personal protective equipment to protect yourself from injury when using 
a bench grinder
 » Eye protection - clean safety glasses and face shield. 

 » Hearing protection for noisy machines and operations.

 » Hand protection - leather work gloves.

Check your work area: 
 » Sufficient lighting. 

 » Not in traffic area. 

 » No slip or trip hazards. 

Pre-use safety check: 
 » Ensure that the tool is securely mounted. 

 » Ensure electrical cords are grounded. 

 » Check switch is not damaged. 

 » Check to ensure there are no exposed wires. 

 » Ensure that cords are free from work area. 

 » Make sure all guards are in place and properly adjusted. 

 » Check that wheels are rated for higher speed than machine RPM. 

 » Check that equipment is securely mounted. 

 » Ensure that grinder tool rest gap to wheel is no larger than 1/8 inch. 

 » Conduct "ring" test for all new stones - ensure no cracks, breaks or chips.

Operation safety:
 » Use tool rest - no free hand operations. 

 » Dress wheels as needed to prevent buildup and over-heating. 

 » Stand aside from wheel when starting grinder. 

 » Keep hair, sleeves and jewelry out of work area. 

 » Replace wheel when you cannot adjust tool rest gap to proper opening size.
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Pressure Washer
A pressure washer is a mechanical sprayer that uses increased water pressure to clean surfaces. 
If not used properly, pressure washers can cause injuries. Before using a pressure washer, prepare 
for its potential hazards. 

Possible hazards include:
 » Excessive noise and flying debris, which can affect both you and those in the area.

 » Property damage, due to flying debris or overuse.

 » Foreign objects such as dirt, debris or other particles, which can get in the eyes. 

 » Uneven or wet ground or slopes, potentially resulting in slips, trips or falls.

 » Excessive vibration exposure.

 » Outdoor environment factors including insects, sun and allergens.

 » Exposure to exhaust gases such as carbon monoxide when using gasoline powered washers in 
poorly ventilated areas.

 » Potential contact with gas, oil and other fluids. 

 » Impact injuries from strong sprays. 

Proper instruction:
Equipment operators must be trained and qualified to operate all pressure washers that they may 
be asked to use. Do not use any type of pressure washer without proper instruction; you are risking 
your safety as well as the safety of others by doing so. Proper training includes a review of the 
operator’s manual as well as a skills evaluation to assure that you understand the features and can 
use it safely. Training must be documented and kept on file.

Equipment inspection:
Inspect and test the equipment per manufacturer requirements before each use to assure that the 
safety devices are working. While doing so, complete a written field inspection form to document 
that the equipment is working properly and is suitable for use. Ensure that all safeguards are 
in place, and do not use the equipment if any unsafe conditions exist. Next, conduct a hazard 
assessment to determine what personal protective equipment (PPE) is appropriate for the job. 

Required PPE includes:
 » Coveralls or pants.

 » Shirts with long sleeves.

 » Anti-slip, ankle-high or taller, leather boots.

 » Heavy work gloves, which are preferably anti-vibration and made of leather or a similar substance.

 » Goggles or safety glasses with side shields or wrap around lenses.

 » A face shield with a mesh screen when flying particles are likely. 

 » Ear plugs or muffs when working around noisy equipment.
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Optional PPE includes:
 » Hard hats when working below overhead hazards such as low branches. 

 » Sunhats.

 » Rain gear. 

 » High visibility clothing when working around traffic.

 » Rubber boots with anti-slip soles in excessively wet conditions. 

 » Solvent-resistant gloves for fuels and lubricant use. 

 » Sun-screen and water bottles for increased hydration.

 » ANSI Safety Rated Sunglasses in adequate lighting. 

Maintenance and repairs:
Follow the manufacturer requirements for scheduled maintenance. If you are not qualified to make 
appropriate repairs using safe work practices, contact an authorized and qualified equipment 
mechanic. If you are performing maintenance yourself, follow these tips:

 » Don’t work on running or hot equipment. Shut it off and let it cool.

 » If you’re using a gasoline powered pressure washer, disconnect the spark plug wire before 
performing mechanical adjustments, maintenance or repairs. If the machine is powered by 
electricity, disconnect the machine from the power source and follow lockout procedures.

 » Inspect the machine carefully for loose, broken or damaged parts.  Repair or replace these 
parts before using.

 » Follow your lockout program and procedures.

Safety precautions:
Before beginning work: 

• The equipment operator must make sure the area is clear of hazards, such as uneven or soft 
terrain, holes, foreign objects, sprinkler heads, roots and any other type of obstruction that 
may be encountered.

• The operator must ensure that there are no children, pets or other sources of concern within 
30 feet of the equipment.

For electric pressure washers: 
• Keep the power cord out of standing water.

• Only use heavy duty extension cords with components rated for wet conditions. 

• Assure you are using a Ground Fault Circuit Interrupter plug to provide further protection. 

• Never splice the power cord or extension cord.
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For gasoline powered pressure washers:
• Fill the fuel tank outdoors and protect the area from spills. 

• Do not smoke or allow other ignition sources while handling fuel. 

• Use the proper fuel-to-oil ratio when mixing fuel, as applicable. 

• Do not put fuel in hot or running equipment. 

• Use a rag to wipe up fuel spills. 

Hose safety:
• Never disconnect the high-pressured hose while the system is operating.

• Allow it to reduce in pressure before turning off the machine. 

• Turn off the pressure washer before adjusting the spray pattern or changing the spray tip.

Awareness: 
• Be aware of traffic. Protect yourself by using high visibility clothing and traffic 

control devices.

• Pay attention to where you wash. Direct water spray away from people, animals, glass, 
electrical devices and other items that could be damaged.

• Watch where you walk, as the ground will be slippery.

Rotation: 
• Rotate washing with other tasks, and rotate between employees as practical, to limit 

repetitive motion and strain. 

Hearing safety: 
• Do not wear headphones. Wear proper hearing protection.

Machine Guarding
Machinery is a major source of injury. While employers are responsible to establish safeguards to 
protect employees, it is essential to follow safe practices to avoid injury. 

Motion Hazards
 » Pull-in hazards can grab and pull loose material like clothing and hair. Causes include rotating 

parts or in-running nip points.

 » Caught-between hazards can catch the operator between two moving parts or between a 
moving part and a fixed object. Causes include reciprocating or punching parts.

 » Cutting hazards can be caused by sharp machine parts like table saw blades.
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Safe Practices
 » Only operate machines that you are fully trained and authorized to use.

 » Only use machines that are properly maintained and in safe working condition. 

 » Only use a machine the way it is designed to be used and according to all the manufacturer’s 
safety requirements.

 » Tie back loose hair and do not wear loose clothing or jewelry around machinery. 

 » Keep fingers, hand, arms, and clothing clear from all moving components.

 » Assure that all safeguards are in place before operating equipment.

 » Never remove, modify, or bypass guards.

 » Before starting, assure people are clear of the moving parts, and warn them it is starting. 

 » Never reach into any hazard area or moving portion of a machine for any reason, including 
removing a blockage or for maintenance, without first implementing proper lockout/tagout.

 » Always turn off machines when you have finished using them.

Fixed Guards & Safeguarding Devices
Guards are barriers that protect workers from dangerous moving parts by preventing the entry of 
their body or clothing into the machine. Fixed guards are the preferred control method as they are a 
permanent fixture and do not depend on moving parts.

Further safeguarding devices may also be necessary.

Fixed Guard Types 
The following types of guards can be fixed:
 » Interlocking guards use a tripping mechanism to shut off the machine when a guard or cover is 

open or removed.

 » Self-adjusting guards maintain protection at the point of operation by adjusting to allow varying 
sizes of stock to enter the machine, while still preventing reach-in by the operator. 

Requirements: 
 » Fixed guards should be constructed so the user cannot reach through or around them.

 » Guards should be fastened in a way that requires a tool for removal.

Safeguarding Device Types  
Possible safeguarding devices include the following:
 » Two-hand controls require that both hands be used for operation, preventing the operator from 

reaching into the point of operation. 

 » Light curtains are safeguarding devices that stop the machine when the light field is broken by 
any part of the operators’ body.

 » Pressure-sensitive mats detect a person’s presence and stop the machine.
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Cardboard Baler
The most common types of injuries associated with balers are crushing injuries, amputations, cuts, 
and eye injuries. 

Before beginning any work: 
 » Assure that you are fully trained and authorized to use the baler, including reading the owner’s 

manual and understanding the operating procedures. 

 » Have the right PPE, including leather gloves, supportive shoes with non-slip soles, and safety 
glasses.

 » Perform a thorough inspection of the baler prior to operation:

• Assure all preventive maintenance is current.

• Assure that guards and interlocks are in place, adjusted properly, operative, and have not 
been disabled or bypassed. 

• Assure that the emergency stop buttons are all operative.

• If the baler does not pass inspection for any reason, “red tag” the baler, notify a supervisor, 
and remove equipment from service.

During operation:
 » Never wear jewelry, loose clothing, loose hair, or other items which may be caught in machinery.

 » Do not make bales oversized: know the capacity of the baler.

 » Stay several feet back from the area of door swing. 

 » Stay clear when pushing bale out.

 » Never reach into the point of operation.

 » Never bypass the guards, interlocks, or control switches.

Lockout and tagout:
 » Notify your supervisor if a jam occurs or if the baler fails to operate properly. Do not unjam the 

machine yourself.

 » Only authorized employees may perform service work.

 » Employees and contractors must follow the Lockout/Tagout Plan for all service, maintenance, 
and de-jamming work. 

 » Lockout/tagout procedures include de-energizing the machine. Unplug the machine if 
applicable, place the plug in an enclosed electrical plug cover which is locked, and maintain 
control of the lock key. The key must remain in the possession of the individual conducting the 
lockout-tagout related work at all times.
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Landscape Equipment 
Grass Trimmers & Weed Eaters 
Proper instruction & information is critical:
Do not use any gasoline-powered blower without proper instruction. Employees must be properly 
trained to operate this equipment safely. Proper training must include a review of the operator’s 
manual as well as a skills evaluation to assure that you understand the features of this piece of 
equipment and can use it safely.

Hazards:
Many hazards are involved when using a gasoline-powered blower including the following:

 » Exposing the public to noise and flying debris.

 » Property damage caused by flying debris.

 » Foreign objects in the eyes (dirt, debris, or other particles).

 » Slopes, uneven, or unstable ground that could potentially result in slips, trips, or falls.

 » Diverted attention—watching what you are blowing, not where you are walking.

 » Exposure to outdoor environments including insects, sun, and allergens.

 » Noise and vibration exposure.

 » Exposure to exhaust gases such as carbon monoxide in poorly ventilated areas.

 » Exposure to gas, oil, and other fluids.

 » Burns from the exhaust system.

Before use:
 » Inspect and test the equipment to manufacturer requirements before each use to assure that 

the safety devices are working.

• All guards must be in place and the equipment in good, ready-to-use condition.

 » Follow the manufacturer’s recommendations for proper scheduled maintenance.

• Complete a written field inspection form to document that the equipment is working properly 
and suitable for use.

 » Do not use the equipment if unsafe conditions exist.

Required personal protective equipment (PPE):
 » Body: coveralls or long-sleeve shirt and long-legged pants 

 » Feet: anti-slip, ankle-height leather boots 

 » Hands: heavy work gloves such as leather or similar anti-vibration

 » Eyes: goggles or safety glasses with side shields or wrap around lenses; may be shaded 
impact-rated sunglasses

 » Ears: ear plugs or muffs when operating or around noisy equipment
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Optional PPE (based on the hazard assessment):
 » Head: Hard hats must be worn when working below overhead hazards such as low branches. A 

sunhat for protection is also advised.

 » Body: Rain gear is recommended during wet weather. High visibility clothing is required when 
working around traffic.

 » Feet: Wear rubber boots in wet conditions. Assure anti-slip soles are used.

 » Face: Goggles recommended when conditions are dry. Face shield required when flying 
particles are likely. Goggles or safety glasses must be worn underneath a face shield.

 » Hands: Nitrile gloves may be worn for potential chemical exposures.

 » Lungs: Respirator such as a disposable dust mask (N95) can be used on a voluntary basis.

Maintenance and repairs:
 » Do not work on running or hot equipment. Shut it off and let it cool.

 » Disconnect the spark plug wire before performing mechanical adjustments, maintenance, 
or repairs.

 » Check over the machine carefully for loose, broken, or damaged parts. Repair or replace 
before using.

 » Only an authorized and qualified equipment mechanic may make appropriate repairs using safe 
work practices.

Operating equipment:
 » Equipment operators shall be trained and qualified to operate all equipment that they may be 

asked to use. 

• Manufacturer instructions and operating procedures shall be followed. 

• Training must be documented and kept on file.

 » Proper equipment inspections must be completed before equipment use.

 » Use fuel-powered equipment only in well-ventilated outside areas. 

 » Always operate the grass trimmer with the cutting  
head below the waist. Avoid overreaching 
with a grass trimmer. 

 » Do not wear “music headphones” when 
operating. Proper hearing protectors must be 
worn.

 » Be aware of traffic and protect yourself by 
using high visibility clothing and traffic control 
devices.

 » Limit usage to two – three hours per day, 
every other day. 

 » Rotate between tasks to minimize hand 
vibration, repetitive motion, and strain.

Note: Improper safety equipment and 
placement of device for starting.



United Methodist Workers’ Compensation Trust 42

 » When available on equipment, a shoulder strap must be worn and properly adjusted to 
minimize strain.

 » Do not fuel hot or running equipment. Use a rag to wipe up fuel spills. 

 » Barricade off work areas to prevent injuries to others. 

 » Before working in an area, the equipment operator must make sure the area is clear of people 
and hazards. 

• Hazards may include uneven or soft terrain, holes, foreign objects, sprinkler heads, roots, 
hoses, cords, and any other type of obstruction that may be encountered.

Blowers
Proper instruction & information is critical:
Do not use any gasoline-powered blower without proper instruction. Employees must be properly 
trained to operate this equipment safely. Proper training must include a review of the operator’s 
manual as well as a skills evaluation to assure that you understand the features of this piece of 
equipment and can use it safely.

Hazards:
Many hazards are involved when using a gasoline-powered blower including the following:

 » Exposing the public to noise and flying debris.

 » Property damage caused by flying debris.

 » Foreign objects in the eyes (dirt, debris, or other particles).

 » Slopes, uneven, or unstable ground that could potentially result in slips, trips, or falls.

 » Diverted attention—watching what you are blowing, not where you are walking.

 » Exposure to outdoor environments including insects, sun, and allergens.

 » Noise and vibration exposure.

 » Exposure to exhaust gases such as carbon monoxide in poorly ventilated areas.

 » Exposure to gas, oil, and other fluids.

 » Burns from the exhaust system.

Before use:
 » Inspect and test the equipment to manufacturer requirements before each use to assure that 

the safety devices are working.

• All guards must be in place and the equipment in good, ready-to-use condition.

 » Follow the manufacturer’s recommendations for proper scheduled maintenance.

• Complete a written field inspection form to document that the equipment is working properly 
and suitable for use.

 » Do not use the equipment if unsafe conditions exist.
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Required personal protective equipment (PPE):
 » Body: coveralls or long-sleeve shirt and long-legged pants 

 » Feet: anti-slip, ankle-height leather boots 

 » Hands: heavy work gloves such as leather or similar anti-vibration

 » Eyes: goggles or safety glasses with side shields or wrap around lenses; may be shaded 
impact-rated sunglasses

 » Ears: ear plugs or muffs when operating or around noisy equipment

Optional PPE (based on the hazard assessment):
 » Head: Hard hats must be worn when working below overhead hazards such as low branches. A 

sunhat for protection is also advised.

 » Body: Rain gear is recommended during wet weather. High visibility clothing is required when 
working around traffic.

 » Feet: Wear rubber boots in wet conditions. Assure anti-slip soles are used.

 » Face: Goggles recommended when conditions are dry. Face shield required when flying 
particles are likely. Goggles or safety glasses must be worn underneath a face shield.

 » Hands: Nitrile gloves may be worn for potential chemical exposures.

 » Lungs: Respirator such as a disposable dust mask (N95) can be used on a voluntary basis.

Maintenance and repairs:
 » Do not work on running or hot equipment. Shut it off and let it cool.

 » Disconnect the spark plug wire before performing mechanical adjustments, maintenance, 
or repairs.

 » Check over the machine carefully for loose, broken, or damaged parts. Repair or replace 
before using.

 » Only an authorized and qualified equipment mechanic may make appropriate repairs using safe 
work practices.

Snowblowers
To minimize your and others’ risk of injury: 
 » Carefully read the instruction manual and precautions before trying to start the snowblower.

• Know how to stop the snowblower quickly and understand the operation of all controls.

 » Make sure you wear the proper safety equipment:  gloves, protective goggles, sturdy, non-skid 
boots and hearing protection.

 » Inspect the area in which you are going to clear snow.

• Remove debris and other obstacles the snowblower might strike or blow.
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 » If you hit an obstacle while operating the snowblower, stop the engine immediately and 
check for damage.

• Damaged equipment may increase the possibility of injury during operation.

 » Keep people away from the area of operation to avoid injury from flying debris and 
contact with the snowblower.

• If people suddently appear in front of the snowblower while it is operating, 
immediately release the auguer and drive clutch levers to stop the snowblower.

• Adjust the discharge chute to avoid hitting the operator, bystanders, windows and 
other objects with ejected snow.

 » To prevent “clogging” of the discharge chute, use “Snowblower Non-Stick Spray”, 
which coats the chute and auger just like a cooking spray, shielding the metal so snow 
passes through without sticking, clumping, or clogging.

 » While operating the snowblower, hold the handle firmly and walk, don’t run.

 » Always keep equipment in good operating condition, and keep guards 
and shields in place.

 » Refuel in a well-ventilated area with the engine stopped.

• Do not overfill the fuel tank, and make sure the filler cap is closed 
securely after refueling.

• Never run the engine in an enclosed or confined area.  Exposure to 
carbon monoxide could cause loss of consciousness and may lead 
to death.

 » The muffler becomes very hot during operation and remains hot for a 
while after stopping the engine.  Be careful not to touch the muffler while 
it is hot.  Let the engine cool before storing the snowblower indoors.

 » To prevent “clogging” of the discharge chute, use “Snowblower Non-
Stick Spray”, which coats the chute and auger just like a cooking spray, 
shielding the metal so snow passes through without sticking, clumping, 
or clogging

 » If the snow discharge chute becomes clogged, stop the engine and use a 
stick or tool to unclog it.  NOTE, some snowblowers come with a special 
tool used to unclog the chute, others can be ordered.

NEVER put your hand in the discharge chute while  
the engine is running!

 

A Conference employee was seriously injured when 
attempting to unclog the chute on a snowblower.

Teachable 
Moment: 
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Heat Stress
When the body is unable to cool off by sweating, heat-induced illnesses, such as heat rash, cramps, 
heat exhaustion, and heat stroke can occur. These illnesses can be serious, sometimes even 
resulting in death.

Factors Leading to Heat Stress
The following are common factors that can all contribute to heat stress:

 » High temperature and humidity

 » Direct sun or heat

 » Limited air movement

 » Physical exertion

 » Poor physical condition

 » Some medications

 » A lack of tolerance for hot workplaces or areas

Heat Stress Prevention
 » Know the signs and symptoms of heat-related illnesses, and monitor yourself and your  

co-workers.

 » Block or avoid direct sunlight or other heat sources.

 » Use cooling fans or air conditioning.

 » Take regular breaks in shaded areas.

 » Drink plenty of water or high-electrolyte fluids.

 » Wear lightweight, light-colored, and loose-fitting clothing.

 » Avoid alcohol, caffeinated drinks, and heavy meals.

 » If you detect signs of heat exhaustion, notify a supervisor or appropriate individual with first 
aid training.

Types of Heat Stress

Heat Rash
Symptoms: Cluster of small red pimples or blisters

Causes: Excessive sweating, which leads to clogged pores and, if untreated, to infection 

First aid: Cleanse and dry the affected area, and use calamine lotion or powder to 
increase comfort.
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Heat Cramps
Symptoms: Painful spasms of leg, arm, or abdominal muscles, heavy sweating, and thirst

Causes: Electrolyte deficiencies during or after strenuous physical activity, due to extended periods 
of intense sweating

First aid: The affected individual must stop all activity, sit in a cool place, drink plenty of water or 
high-electrolyte fluids, and wait for a few hours after the cramps have subsided before engaging in 
any strenuous physical activities.

Heat Exhaustion
Symptoms: Fatigue, profuse sweating, weak and rapid heartbeat, headaches, nausea, confusion, 
loss of coordination, muscle weakness, dizziness, or fainting

Causes: Dehydration, lack of acclimatization to high temperatures, strain on the circulatory system, 
and reduced blood flow to the brain

First aid: The affected individual must rest in a cool, shaded or air-conditioned area. First aid 
includes cooling the affected individual by fanning, misting with water, or applying ice packs. Give 
cool (not cold) water only if the individual is conscious.

Heat Stroke
Symptoms: Core body temperature exceeding 104° F, hot skin with a lack of perspiration, strong 
and rapid pulse, nausea, confusion, dizziness, seizures or convulsions, or fainting

Causes: Heat exhaustion was left untreated and the body’s cooling mechanisms have 
been exhausted 

First aid: Heat stroke is immediately life-threatening. Notify a supervisor and follow the emergency 
action procedure. While waiting for medical personnel to arrive, the individual giving care should 
take the following measures: 

 » Move the affected person to a cool, shaded or air-conditioned area.

 » Give cool (not cold) water only if the individual is conscious.

 » Cool the individual by fanning, misting with water, or applying ice packs. 

 » If necessary, loosen or remove heavy clothing.

Remember that most heat-related illnesses can be prevented by taking 
appropriate precautions.
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If you are Injured
Custodians provide vital services for our individual churches and offices. Of course, the objective is 
to work safely and avoid injuries. However,  if you are injured at work, know that there are processes 
in place to assist you.

If You Are Injured At Work, Report it ASAP!
It is VITAL you report a workplace injury as soon as possible; the Conference’s Workers’ 
Compensation program is available to employees who sustain workplace injuries.

How do you report a workplace injury? 
1. Report all workplace injuries to your Supervisor or Pastor.

2.  If she/he is not available, report the injury to: 
Rev. Jason Mackey: jmackey@susumc.org or call 717-766-5275.

First Aid only?
If your injury appears to need simple first aid only, you may treat yourself, but we urge you to file an 
injury report nonetheless. This helps the safety committee track trends and identify opportunities to 
avoid future injuries. If your injury does require medical treatment, you will already have the claim 
established and facilitate prompt, appropriate treatment.

mailto:jmackey%40susumc.org?subject=
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What if medical treatment is needed?
If you need medical treatment, you MUST go to one of the medical providers identified on the 
Physician Panel selected for your church/office/camp location. These providers have been chosen 
for their expertise and you must treat with one of these providers for up to 90 days. After that 
period, you may select your own medical provider. Please note that if you don’t treat with one of the 
medical providers identified for your location, your Workers’ Compensation claim could be denied, 
per Pennsylvania law. 

Find your physician panel here: https://susumc.org/safety-forms-resources

What if your injury is an emergency?
If the injury is serious and life- or limb-threatening, ask someone to call 911 and go to the nearest 
emergency room via ambulance. Do NOT drive yourself to the hospital.

Who administers the claim?
Inservco is the “third party administrator” that handles Conference claims. You will be contacted by 
an Inservco claims adjuster soon after an injury is reported. The adjuster will assist you throughout 
the entire claim process.

Your Conference Safety Committee would love to hear from you!
If you have questions, concerns, or suggestions, please contact the Conference’s safety 

consultant, Stacey Markel, at smarkel@rcmd.com.

For more information on the Conference’s safety program, visit: 
www.susumc.org/workplace-safety

 https://susumc.org/safety-forms-resources/
mailto:smarkel%40rcmd.com?subject=
http://www.susumc.org/workplace-safety/

