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SECTION 1: GENERAL SAFETY & HEALTH

1.1 LORD FAIRFAX COMMUNITY COLLEGE SAFETY & HEALTH PROGRAM STATEMENT

A. The Occupational Safety and Health Act of 1970 requires employers to provide safe and
healthful working conditions and for employees to have an important role in safety and
health operations. The safety and health of employees and students is a primary
consideration in the operation of LFCC and is an integral component of our mission in
this community.

B. Safety and health in our day to day operations is an important part of LFCC’s standard
operation procedures. It is every employee’s responsibility to comply with the
requirements in this Safety Manual and to perform their job in a manner that advances
this commitment to employee safety and health.

C. ltistheintent of LFCCto comply with all applicable laws and regulations. To do this, we
must constantly be aware of conditions that can produce injuries in all areas of the
campus. No employee is expected or required to work at a job he or she knows is not
safe or healthful. Cooperation in identifying and detecting hazards and, in turn,
controlling them is a condition of employment at LFCC. If an employee identifies or
detects a hazard, the employee shall immediately inform his or her supervisor of the
hazard if implementation of the required correction is beyond their ability or authority.

D. The personal safety and health of each employee and student is of primary importance.
The prevention of occupationally related and/or induced injuries and illnesses is of such
consequence that will be given precedence over any other consideration.

E. LFCCshall maintain a safety and health program conformant to the best management
practices of an organization of this type. To be successful, such a program must embody
proper attitudes toward injury and iliness prevention not only on the part of employees
and students, but also between each person and his or her co-workers. Only through
such cooperative effort can a safety program be established that serves the best
interests of all of the stakeholders.

F. Our objective is to have a safety and health program that will reduce the number of
injuries and illnesses to an absolute minimum.

CHp=y

Dr. Cheryl Thompson-Stacy
President, Lord Fairfax Community College



1.2

SAFETY PROGRAM

A. Lord Fairfax Community Collegshell not knowingly pemit unsafe conditionsto

exist, norwill it pemit employees or stucents to engage in unsafe ads. Violations of
safety rules and regulations shall result in disciplinary action in acordance with the
procedures contained in the latest version of the fiStandards of Conduwct &olicy No.
1.60 ofthe Virginia Department of Human Resouce Management Policies and
Procedures Manual

. LFCC believes that the safety of employees and physicd property can best be ensued

by a meaningful program. It is the purpose of this Safety Manual to define and
publishthe safety and hedth policies of the college. This Safety Manual is intended
to be a guide for safety and hedth policies and procedures for employees and
stucents. No provisionor language contained in this Manual is intended to bind LFCC
to any policy or procedure or to any spedfic course of action based on events and/or
incidents that may occur. It is not intended to be an exhaustive list of safety and
hedth policies and procedures and, furthermore, Lord Fairfax Community Collegkas
theright to withdraw, sugend, modify or amend these policies or procedures in whole
or in part at any time and without notce

1. Empbyeses: Since the employee on the job is frequently more aware of unsafe
conditionsthananyoneelse,employeesreencouragedo make
recommendations, suggestions,and criticisms ofunsafe conditionsto their
immediate supervisor sothat they may be corrected.

2. Faalty and staff are generdly responsiblefor the working conditionswithin their
departmentsandfaaliti esand shall remain aert to dangerousand unsafe conditions,
SO thet:

a Remmmendationsand corredive adion can be taken.

b. Digiplinary measures can be taken against thosewho habitually create or
indulge in unsafe practices.

c. Appropriate asessrents can be made of new or changed situations which
crede inherent dangers.

d. Follow up with employees decommendations to improve safetly and hedth
conditions in thewvorkplace can bemade.

. In accordance with the policies described herein, it is the responsibilty of the Safety

Committee to provide suppat to enhance the safety program at LFCC. See Sedion 3
of this Manual for a more detailed description of the Safedy Committe & 6
responsibilities.



1.3

L OSSPREVENTION & CONTROL PROGRAM

A. Lord Fairfax Community Collegshall maintain an effective loss prevention and
control program to proted the safey and health of employees, and students and
for the conserwation of property and fadlities. The policies, procedures and
responsibilities are incorporated in thisManual.

B. LFCC shall provide the necessary resouces and enforcement to ensue adherence to,
and compliancewith, this Manual It is the responsibility of all employeesand
stucentsto work together to providethe necessary corredive actionsto ensue aninjury
free workplace and conservation of property.

C. It is the responsibilty and duy of al employees and stu@nts to adhere to the
policies, pocedures and programsincorporated in thisManual. Employeesand stuents
shall immediately report any potential or red hazardswhich may cause @rsord injury
or illness and/or property damage or loss. Employees and students are expeded to
obseve all applicable safety requirements, to use safely equipment provided, and to
practice safe work practices and procedures at all times.

D. It is the responsibilty of the Vice President of Financial & Administrative Services
and the Buildings & Grounds Supervisor to adminiser this loss prevention and
control program which shall include, without limitation, thefollowing:

Fire protedion and emergency preparedness.
Smokingregulations.

Property and equipment maintenance.
Insurance company regulations.

Hazardous naterial evaluation.

Confined smce policy.

Loss pevention and ingedion.

Seaurity

. Hazad identification and evaluation.

10. Chemicd control programs.

11. Compliance with state and federal regulations.

©CoNoh,rwhE



SECTION 2: SAFETY & HEALTH ADMINISTRATION

2.1

2.2

2.3

SAFETY ORIENTATION & TRAINING

A. Lord Fairfax Community Collegshall provide appropriate safety training to
individuals based on their job respmsibilities.

B. Under the guidance of Human Resouces and the Safety Committeg required training
and refresher training shall be identifiedand delivered toall employees.

C. Safety training shell include general safety and hedth information and spedfic
information about safety requirementsfor thejob to which theemployee is assgned.

SAFETY RULES

A. Safety rules are established to provide a basic understanding of minimum
requirements necessary to ensue a safe and hedthful work environment and proted
employees from injuries and illnesses dueto exposues to @cupational hazards.

B. Safety and hedlth rules shall be enforced in accordance with the latest version of the
fiStandards of Condwt dPolicy No. 1.60 of the Virginia Department of Human
Resouce Management Policies and Procedures Manual .

1. Thisprogramapplies to full-time and part-time employees.
ENFORCEMENT OF SAFETY PROCEDURES

A. Eadh suwpenvisor shall ensue that al safety procedures are followed by his or her
employees. Superwisors shall always encourage employees to work safdy by
complementing them for performing tasksin a safe manner or bringing safety hazards
to their attention. Whenever a safey violation is noticed, the supervisor shall quickly
correct theemployee.

B. If it becomes necessary to adminisker progressivediscipline for safety rule violations,
the disciplinary procedures shell be thosecontained in the fiStandards of Condwct 0
Policy No. 1.60for Group 1 Offenses. Digiplinary adion taken shall generaly follow
aprogressivediscipline processwhich can resultin eventual removal fromthe job. The
only exception to this policy is behavior that could be characterized as fimmediately
dangerous to life and hed t hSucld egregious miscondwct shall be consicered a
Grouplll Offenseand may resultin discharge upon tefirst dfense.



SECTION 3: SAFETY & HEALTH O RGANIZATION

3.1 SAFETY COMMITTE E - GENERAL

A. The primary objedive of the Safety Committee is to provide suppat to enhance the
safety program at Lord Fairfax Community Collegén additionto this primary mission,
the Safety Committee shall encourage all employees to patticipate in the safety
processfor the betterment of all concemed.

B. The persord safety and hedth of ead employee and stucent is of primary
importance  To the gredest extent possibg, this Committee shall provide employees
a voice to the leadership of the school to ensue that al medanicd and ptysical
fadliti es requiredfor personalsafety and health are provided and maintained in
kegping with the standards established for Virginia Scommunitycolleges. In cartying
out its pimary mission, thecommittee is committed to:

1. Formulate and disseminate policies, pradices and procedures that promotehedth
and safety.

2. Consult with the Vice President of Financial & Administrative Services, the
Associate VP oHuman Resouces and others on any changes in hedth and
safdty policies, pradices and procedures proposd bythe Committee

3. Assistthe college $ administation in planning adions related to occupetional
hedth and sfey.

4. Act as aproblem-solving group to assist ithe identification and controlof
hazards.

5. Hep toresolvehedth and safety issies.

6. Review and updie the Safety Manual as appropriate.

3.2 SAFETY COMMITTE E PoLicy & PROCEDURES

A. The Safey Committee shall encourage safety awareness among all employees. In
addition, the Committee shall monitor safety performance safety inspedions, and
adminisier the safety program. TheCommittee is charged to:

1. Reduce injuries and illn esss by preventing acdadents and nea missincidents and
investigate incidents when they do accur.

Be aware of conditions inall work area thaet can produce injuries.

Aid theschool incomplying with all laws pertaining to safety.

Aid in theprevention of occupationall y-induced injuries and illnesses.

Aid the college in providing al medanicd and physicd fadliti es required for
persordl safety and hedth.

Estblish a program that instills the proper attitudes toward injury and illness
prevention not only on the part of employees, butalso ketween ead employee and
his orher co-workers.

7. Achieve asafety program which is in thebest interest ofall concemed patties.

abswn
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B. Theprincipa responsibilites ofthe Safely Committee shell be as follows:

1.

Conduct regular safety medings.

2. Conduct building safety inspedions.
3.
4

Review acddent/injury reports.
Maintain appropriate records oftheir adiviti es.

C. This program applies to al of the Lord Fairfax Community Collegéaadiliti es.

3.3 SAFETY INSPECTIONS& CORRECTIVE ACTIONS

A. The Safey Committee shall coordinateregular inspedions of campus buildings and
grounds usinghe Building Safety Chedklist.

B. Corredive adion plans shell be developed for thoseitems noted as needing attention
on the Building Safety Chedlist. This plan shall includeimmediate stepsto eliminate
and/orreduce the potential for acadents in theworkplace

1.

Theplan shall include a target completion date for items that cannot be correded
immediately. Tempaary measues shall be taken to ensue the safety of
employees whilethe corredive adion is sheduled to beperformed.

Corredive adions that cannot be completed immediately shall be reported at the
Safety Committee meding. The Committee shall follow up on resolutionof items
noted for corredive adion included on theBuilding Safety Chedlist.

SECTION 4: ACCIDENT REPORTING, INVESTIGATION & WORKERSG6
COMPENSATION

4.1 ACCIDENT REPORTING

A. Any seriousor close cal incident involving persona injury to an employee shall be
reported to Human Resouces immediately and be followed up by submissiorof an
Employee Injury Report within two warking days.

1.

Human Resources and the employeées supervisor shall work together to investigate
ead reported injury and shall be responsiblefor cettifying thet injuries claimed as
work related actually occurred at work.

Damage to buildings, equipment, or property shall be reported to the Buildings &
GroundsSupelvisor.

B. Employees shall not be required to take sick leave for appointrrents with physicians
for treament and/orexamination of compensable injuries provided it is for an approved
claim.



4.2

4.3

1. Initial treament shall be provided by one of three medicd providers approved by
Workers Gompensation.

2. Unkssan imminent danger exists to an employee dueto a medica emergency,
any employee who leaves work during working hours becaise of an injury must
clea it through Human Resources.

ACCIDENT INVESTIGATION

A.

Theprimary purposeof acddent investigation is preventing future workplace injuries.
This document provides a basis for studying and recording the reassonsan acadent
occurred, identifying existing or potentia job hazards (both safety and hedth), and
determining the best courseof adion to ke to reduce or eliminate these hazards.

The Associate VP oHuman Resouces is responsiblefor ensuing that accidents
are poperly investigated.

1. Acddent investigations sfall be started prompty.
2. TheEmployee Injury Report form shall be used to gether data to detemmine causes
of acddentsand to icentify appropriate corredive adions.

When new employees are hired, supervisorsshall inform them during new employee
orientation about the acddent investigation procedures and their role and
responsibilites concerning accident investigations

WORKERSOCOM PENSATION M ANAGEME NT PROGRAM

A. All acadents, injuries, and/or claims of acadenta injury shell beinvestigated if the

acddent/injury is claimed to have acurred on campus and shall be reported to
Human Resouces in order to ensue that workers &compensation benefits are
provided if appropriate.

Injured employees stall compy with thefollowing:

1. Report theincident immediately to his orher supervisor.

2. Assist in the completion ahe Employee Injury Report within oneworking day of
the ircident.

3. Seled a physician from the approved panel of physicians if medicd treament is
necessry and inform Human Resouces of the choice The approved paned of
physician list isavail able from Human Resources.

4. Forward any medicd bills, physician reports and/or lost time notes to Human
Resouces. If the employee is a Virginia Sickness and Disability Plan (VSDP)
patticipant and is going to be out of work, the employee shall contad The Reed
Group at1-877-9287021within 24 hous.

5. Maintain contactwith the supervisorandor Human Resourcegegardingthe
amount oftime lost and expeded return to wak date.

6. Obtin written autharization to return to full or restricted duty from the physician
and present autharization to Hunan Resources.



C. Theinjured employee ssupervisor shall compy with thefollowing:

1. Notfy Human Resouces of theincident immediately.

2. AssistHuman Resourcesn completing the Employee Injury Report. In
theevent that the employee is unable toassist Human Resources in completion of
thereport, the sugrvisor shall complete as much of thereport as possibeé.

D. Human Resouces shall comgy with thefollowing:

1. Work with the employeeGs supervisor to conduct an investigation of the incident
to include, without limitation, thefollowing:

a Interview with theinjured employee.

b. Interviews ofal withesses ramed by theinjured employee.

c. Evauation of the areawhere the incident occurred to determinpossible
cau(s) and contributing factors and to icentify any physical hazards.

2. Notfy the treding physician that the injured employee will be seeking treatment
as a workersdclaim andthat al bills, physician snotes and orders stall be
forwarded to LFCC.

3. Complete the Employers @rirst Report of Accident and forward it to the third-
party administrator, Managed Care Innovations (MCI), within five (5) days of the
incident.

4. Arrange for a modified duty assignment if it is determined by the treding
physician to benecessary.

5. Maintain a workers @ompensation file separae from the employeeds personrel
file and submit the papework to MCI in a timely fashion to ensue the
employee access toall benefits to which heor sheis entitled.

6. Assist supewisors and/or employees with every facet of the worke s 6
compensation process.

SECTION 5: SAFETY PROCEDURES

51 SAFETY PROCEDURES- GENERAL

A. LFCC employees shall compy with the following safety and health requirements
when working with and/or around theequipment described heren.

1. The Buildings & Grounds Supetrvisor shal be responsiblefor implementing and
enforcing these requirementsin area related to maintenance and shall certify that
any aff ected employees are properly trained before they engagein work activiti es
involving the equipment or tasks.

2. Instuctors and Deans shall be responsiblefor implementing and enforcing these
requirements in area related to acalemic programs and shall cettify that any
affected students are propery trained before they engage in adiviti es involving
theequipment ortasks.



B. Employees and stucents shell not perform work or handle equipment or materia if
they are not familiar with or have not been trained to perform the task and/or job in a
safe manner.

5.2 GENERAL SAFETY RULES& PROCEDURES

A. All employees shall comply with the following genera rules and procedures as
appliceble:

1. Usean appropriate ladder or stool when reaching for high objeds. Do not stand
on achair, catton orother substitutefor the correct device

2. Propeily store and/or strap down al items. Accidents can be caused by falling

objeds carelesdy placed in elevated locdions.

Ingoed eledrical devices for safe operation prior to use and periodicdly

theresfter.

Ekdricd cords thet are badly worn ordamaged shall be repaired ordiscarded.

Temparary eledrical cords shall be routed soas not to crossaisles orwalkways.

Usemadhines orly for their intended jobs.If the madcine has guards, usdhem.

Report defective or worn toolsand equipment to theappropriate supervisor.

Lock and tag machines and equipment which is being repaired in accordance with

LFCC& Lockout/Tagout Program

9. Do not disble or override guards orother safety devices.

10. Inform the appropriatesupervisorif taking prescriptionmedicinesthat cause
fatigue or drowsiness.Do not ogerae machines or equipment unkessfully alett.
11.Report al injuries and/or fi lose cd | ® dhe appropriate supervisor and/or

Human Resources. (See Sedion 4 of this Manual for additional information.)
12.Report al unsafe conditions and/or unsafe acts to the appropriate supervisor so
that corrective adion can betaken.

13. Donot engagein horseplay, scuffling, runningand pradical joking in work areas
where there are hazards.

14. Do not vea open toeshoes and sandals in wak area where there are hazards.

15. Donot wea long hair, dangling jewelry, watches and rings in areas where there
are hazards.

16. Wea appropriate persordl protedive equipmentin area in which hazards exist.

w
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5.3 SPECIFIC SAFETY RULES & PROCEDURES

A. Abrasive wheel equipment is defined as cutting tools with abrasive grains including,
without limitation, bench and patable grinders.

1. Ory authorized employees slall operae abrasivewhed equipment.

2. Alrasivewhed equipment shall not be used within 35 fed of opened combustible
and flammable materials.

3. Gaps between tool rests and the grinding wheel shall be set properly and guards
shell bein place.



B. Compesed gas staage tanks and cylinders shell be handled and stared in
acordance with thefollowing:

1. Neversmokewhencarrying, connectingdisconnectingrworking
aroundcylinder storage areas.

2. Usegloves when handling propanecylinders.

3. Visully insped cylinders prior to eat usefor dents, scrgpes and gouges; damage

to the valves; debris in therelief valve; damage to or loss of therelief valve cep;

ledkage at valves or threaded connedions; and damageto or lossof gaskets and o-

rings.

Compressd gas cylinders stall not bedropped, thrown, rolled ordragged.

If any defeds are found,tag thecylinder, removeit from service and placeit in an

areareserved for unseviceale cylinders.

Seaure cylinders with a chain when staing or transpating them.

Empy cylinders shall not beleft aroundtheworkplace stare them in a designated

area.

8. Do not stae cylinders nea souces of hea, open flames, or other souces of
ignition.

ok
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C. All work performed in confined spaces as defined by OSHA 1910.46 slall be
condwcted in asafe manner that complies with requirements ofthe standard.

1. Confined spaces shall be labeled iIDANGER T Pemnit Required Confined Space
Do Not Ener. 0

2. LFCCemployees shall not be pemitted to enter the confined space Entry shall
only beby qualified contrador personrel.

D. Proper care shall be used when handling industial or laboratory chemicals to avoid
damage to health or environment. Employees shell becomefamiliar with MSDS/SDS
that accompany a product or are available in the area Consultthese sheds for the
proper hand, face, and eye protedion and ventilation requirements.

1. If a chemica spill ocaurs, remove contaminated clothing immediately. Consult
the Buildings & Grourds Supevisor for proper procedures for use, cleanup and
disposl of chemicds.

2. MSDS/SDS are maintained and avail able in ead Department in acmrdance with
LFCCG Hazard CommuncdionsProgram

E. Ladders shall be maintained in good conditionat all times. Inspect ladders before use
to make sure they are in good condition. Ladders shall be considered to bedefedive if
there are broken rungs, missing s¢ps or cleats, slippery feet, broken side rails or
missingdecds.

Discad defective ladders; do notgive them away or dorate them.

Disphy the appropriate decds and safety information prominently on theladder.
Purchaseonly ladders meding industial grade spedficdions.

Usdadders safdy in accordance with manufacturers Gecommendations.

Make sure theladder is set on afirm, level base.

arwnE



7.

8.

9

Set extension ladders against a wall at a one-to-four ratio (the base shell be one
footfrom thewall for every four feet of height).

Extend straight ladders 36 inches above the parapet or edge of roof when gaining
aacess to aoof.

Allow oy onepersonon aladder at time.

Do not usenetal |adders aroundelectricd lines.

10. Do not uséadders for any reason otler than theintended pupos.
11. Do not usastepladders longer than 20fed or single ladders longer than 30fed.

. Madinery and equipment shall be guarded from hazards at the point of operation.
Examples of guarding methodsinclude barrier guards, two-handed tripping devices
and eledronic safety devices.

1.

Guards shall be affixed to the madiine where possibleand seaured elsewhere if
for any reasonattachment to themadineis not possits.

a. The point of operation of machines whoseoperation exposes employees to
injury shall be guarded.
b. Fans whosélades are less ttan 7 fee off thefloor shell be guarded.

Empbyees shall not be allowed to operate a machine until they are thoroughly
familiar with the installation, operaion and removal of guards. Training shall
includeidentification of hazards assaiated with each madine.

Each Department shell condwct periodic inspedions of all madine guards to
ensuethat they arein place and functions pgoperly.

Machines having guards include, without limitation, woodwaking machinery,
abrasive whed madhinery, mechanical power pressmacdhinery, mechanical power
tool machinery, and patable power tools.

. Follow proper lifting procedures as follows:

o gk w

~

Never attempt to lift or moveanything that is tooheavy to bemowved.

Never lift with the badk. Keep theload closeto the body with the badk as straight
as possike.

Keep thefed firmly planted.

Bend theknees and wse theleg mustles for the lifting.

Wea aback brace when heavy lifting is aroutinepart of daily activity.

Empy the container prior to lifting or moving equipment that contains liquid
materials.

Usean air sled or dolly when moving heavy items even if they are being moved a
shat distance

. Where engineering controls are not adequate, LFCC shell provide protedive clothing
and equipment, such as face shields, hair nets, caps, safety glasses or goggles, gloves
and other devices asrequired to poted theemployee from injury.



1.

Eye protedion shall be worn when the duties of the job or the hazards of the
environmentrequiretheiruse Activiti eswhich mayrequireeyeprotectioninclude
welding, sawing, drilling and ushg chemicads.

Safety gloves shall be worn when handling and/or uncraing equipment, shed
metal or chemicals or cutting lumber.

Sturdy, sensible shaes with heavy, nonskid, slip resisint soles and short laces
shall be worn. Sted toed shaes may be required for celtain jobs.

SECTION 6: BLOODBORNE PATHOGENS EXPOSURE CONTROL

PLAN

6.1 BLOODBORNE PATHOGENS POLI CY - GENERAL

A. Occaupationa exposue to blood and Other Potentialy | nfectious M atenals
(OPIM) shall be limited and controlled since any exposue could resultin
transmissionof bloodbane pathogens which couldead to diseas@r deah.
Infectious materials include thefollowing:

1.

Semen, vagina secrdions, cerdrospird fluid, synovia fluid, pleural fluid,
pericadia fluid, amniotic fluid, saliva in dental procedures, any bodyfluid that is
visibly contaminated with blood, and all body fluids in situations where it is
difficult orimpossibleto differentiate between bodyfluids.

Any unfixed tissueor organs (other than intad skin) from a human (living or
ded).

HV-containing cdl or tissue cultures, organ cultures, and HIV or HBV-
containing culture medium or other solutions,and blood, organs or other tissies
from experimenta animals infected with HIV or HBV.

B. Except for trained Security and Police Officersord Fairfax Community College
employees shall refran fromany adivity or adion, other than minorfirstaid, that could
result inexposueto bloodbane pathogensas described above.

C. In cases of injuries on school propetty, universal precautionsshall be followed in the
administration ofimmediate respong.

D. Thenf dl @areed for notification of an onthejob exposue incident/injury at LFCC is as
follows:

abrowdbPE

Call 911.

Call CampusPolice(theschoolts designated firstresponcrs).

Call Student Services (if astudent is involved).

Call Human Resources (if an employeeis involved).

Call either the Buildings & Groundsor the Vice President of Financia
& Administrative Services.



E. The Health Profession®eanis responsiblefor al faceds of this Plan and has full
autharity to make necessary dedsionsto ensue its success. The Health Professions
Deanis the only personautharized to amend this policy and is autharized to halt any
operaion where thereis danger of serious persordl injury.

F. Lord Fairfax Community Collegshall review and evaluate this program as
appropriate.

6.2 LORD FAIRFAX COMMUNITY COLLEGE BLOODBORNE PATHOGEN PROGRAM

A. Thefollowing job classficaionsa LFCC have potential for occupational exposue
to bloodbane pathogens:

1. Job Title: Task: Exposue:
Nursing Instructor Clinicd Instuction  Blood, Saliva, OPIM
Dental HygienelInstuctor  Clinicd Instuction  Blood, Saliva, OPIM
Life Science Instructor Lab Instruction Blood, Saliva, OPIM
Buildings & Grounds Facilities Blood, Saliva, OPIM
Maintenance
Police Emergency Aid Blood, Saliva, OPIM

B. Except for instruction of Health Professions and Life Sciengeegrams, LFCC does
not adminiser shotsor useneedles orother sharps in thenorma courseof its busiress.

6.3 METHODSOF COMPLI ANCE

A. Universa precautions,which is an approad to infection control wherdoy bodyfluids
are treged as if known to be irfecious for HIV, HBV and other bloodbane
pathogens, shall be obgwved to prevent contad with blood or other potentialy
infectious neternals.

1. Under circumstnces in which differentiation between bodyfluid types is difficult
or impossibe, al body fluids shall be consicered to be potentialy infectious
materials.

B. Engineeing Controls:

1. LFCCshal providewashingfadliti es which arerealily accessibleto all employees
and stuents.

a. Employees shell washtheir handsas soonas possibleafter removing gloves or
other persordl protedive equipment.

b. Emplyees shall wash hands and other skin with scep and water or flush
mucous membranes with water immediately, or as soonas possibg, following
contad with blood orother potentially infectious neterals.



2. Vaausumlines shall be proteded with liquid disinfectant traps and high-efficiency
patticulate air (HEPA) filters or filters of equivalent or superior efficiency and
which are chedked routinely and meintained orreplaced as recessary.

3. Hypodemic nealles and syringes shall be used only for parenterd injedion and
aspiration of fluids from laboratory animals and diaphragm bottles. Only nealle-
locking syringes or disposble syringe-needle units (i.e., the nealle is integral to
the gringe) shall be ued for the inpdion or aspiration of other potentialy
infectious neterials.

4. Etreme caution shall be used when handling realles and syringes. A neelle shall
not be bent, shearel, replaced in the sheah or guard, or removed from the syringe
following use. The nealle and syringe shall be promptly placel in a purcture-
resistant container and autoclaved ordecontaminated before reuseor dispos.

5. Contaminated shaps shall be placal in appropriate containers immediately,
or as soores possiké, after use. Thecontainers stal be:

a. Punctureresistnt.

b. Labeled orcolor-coded.

c. Le&-proofon sicesand bottom.
d. Proper for shamps.

6. Eating, drinking, smokirg, applying cosnetics, or lip balm, and handling contact
lenses shell be prohibited in first aid and restroom area where there is reasoreble
likelihood of occupational exposue.

7. Foodand drink shell not be kept in refrigeraors, freezers, shelves, cabinets, or on
countertops wlere blood orother infectious neterials are present.

8. All procedures involving blood or other potentially infectious materials shall be
performed in a manner which minimizes splashing, spraying, spettering and
generdion of droplets.

9. Mouth pipetting/suction of blood orbodyfluids shall be prohibited.

10. Spedmens of blood or other potentially infectious materias shall be placeal in
containers that prevent leskage during colledion, handling, processing, starage,
transpat or shippirg. The containers shell be lBbeled or color-coded and closed
prior to being stared, ranspated orshipped.

11. If outsidecontaminationof primary containers occurs the container shell be
placel in a second container that prevents leskage during handling, processing or
shippingand thet is labeled or color-coded as required.

12.1f spedmens can purcture the primary container, the container shall beplacel in a
purcture-resisent sewndary container that complies with al container
requirements.

13. Equipnment that may becomecontaminatedwith blood or other
potentiallyinfectious materals shall be examined prior to sewicing or shipping
and shell be ceoontaminated as recessary unless ceaontamination is notfeasible.

. Persord Protedive Equiprment (PPE): Employees subgd to potential occupational
exposue shall be provided appropriate PPE such as gloves, gowns, laboratory coats,
face shields, nesks,eye protedion, and mouth peces.



1. PPFE shall be consicered appropriate only if it does not pemit blood or other
potentially infectious matenals to pass through to or read employee clothes,
uncdergamments, skin, eyes, mouth or other mucous membranes under normal
conditions ofuse.

Appopriate PFE shdll be reaily accessibleto affeded employees.

PPFE shall be repaired orreplacel as reeded to nmaintain effediveness.

Gaments penetrated by blood or other potentialy infectious materias shall be

removed immediately, or as soores feasible.

Prior to leaving work area, employees stal removePFE.

When PFE is remowed, it shall be placal in designated containers for starage,

washing, decontamination ordisposl.

7. Glowes shall beworn when it can bereasorebly anticipated that employe e lgands

may contad bloodor other potentialy infectiousmaterials, mucousmembranes and

norrintad skinand when performing vascular access pocedures.

Glowes shall be worn when touching or handling contaminated items orsurfaces.

Disposble (single use) gloves shall be replacal as soon as pradicd when

contaminated or as soonas feasible if they are torn, punctured or their ability to

function as abarrner is compromised.

10. Disposble (single use) gloves shell not to be washed or decontaminated for re-
use. Disposble gloves shall be discarded in approved containers immediately
after use.

11. Utility gloves may be demntaminated for re-use if their integrity is not
compromised. Defedive or deteriorated gloves shall be discarded.

12. Masksin combiretion with eye protedion devices, sich as gogges orglasses with
solid sideshields or chin-length face shields shall beworn when eye, nose or mouth
contamination with blood or other potentially infectious material can bereasorably
anticipated.

13. Appopriate clothing such as aprons, lab coats, clinic jadkets, and other similar
items shall be worn to prevent exposue. Seledion of clothing shall be kased on
anticipated exposue.

14.Surgicd caps or hoodsand/or shoecovers or bootsshell be worn in instances
when grosscontamination can reasorebly be anticipated.

hon
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. Houskeeping: Sites where medicd instruction is provided shell be maintained in a
clean and sanitary condition.

1. All equipment, environmental and working sufaces shall be cleaned and
demntaminated after contad with blood orother potentialy infectious neternals.

2. Work sufaces shal be demontaminated with an appropriate disinfectant
immediately, or as soon as possibg, after sufaces are overtly contaminated or
after spills and at the end of eat class if the suface may have bemme
contaminated.

3. Protedive covelings, such as plastic wrap, duminum foil or imperviously baded
absabent paper used to cover equipment and environmental sufaces slall be



removed and replacal as soonas feasible when overtly contaminated or at theend
of theead class ifit is susgded of being contaminated.

4. All bins, pails, cans and similar receptades intended for re-usewhich are lik ely to
bemme contaminated shell be cleaned on aregular basis and shall be cleaned and
demntaminated immediately, oras sooras possilé, upon visiblecontamination.

5. Broken glassware which may be contaminated shall not be picked up diredly with
thehands,butshall becleaned up using mechanicd means,such as abrushand dust
pan, torgs orforceps.

6. Shamps that are contaminated shall not be stared or processd in a menner
that requires employees to reat by hand into the containers holding starmps.

7. Regulated waste, such as contaminated sharps, shall be deposiied immediately, or
as soon as possibe, into containers that are closable, purcture-resistant, les-
proof on sidces and bottom and labeled or color-coded.

8. Duing use, containers for contaminated shamps shall be easily accessible and
locaed as closeas possibldgo area where the sharpsare used.

9. Contaminated shamps containers shall be maintained upright throughout use, shall
bereplacal routinely and stall not beoverfill ed.

10. When moving contaminated sharps containers from the area of use, containers
shell be closed immediately prior to removal to prevent spillage or protrusion of
contents duing handling.

11.1f le&kage is possibg, the contaminated shamps container shall be placed in a
senadary container that is closable, of adequate size, prevents le&kage during
handling and iscolor-coded.

12.Contaminated sharps containers shall not be opened, emptied, cleaned manually,
or usd in any other manner that would expose employees to the risk of
perautaneous injuy.

13. All regulated waste shall be placal in containers that are closable, of adequate
size, that prevent leakage during handling and are labeled or color-coded.

14. Regulated waste containers shall be closed prior to removal to prevent spillage or
protrusion ofcontents duing handling.

15.1f the outsideof a regulated container becomes contaminated, it shell be placeal in
asemndcontainer.

. Contaminated laundy shall be handled as little as possiblewith a minimum of
agitation.

1. Contaminated laundy shall be bagged or containerized at the location of useand
shell not besarted orrinsed in thelocaion of use.

2. To thegredest extent possibé, disposble materials shall be used.

3. Contaminated laundy shall be placeal and transpated in labeled or color-coded
bags orcontainers.

4. Whenever contaminated laundy is wet and presents a reasoreble likelihood of
sceking through or le&ing, it shell be transpated in bags or containers that
prevent sak through and/orledage.

5. Emplgees having contad with contaminated laundry shall wea gloves and other
PFE as appropriate.



6.4

HEPATITI SB VACCINATION & POST-EXPOSURE EVALUATION AND FoLL ow UP

A.

Hepatitis B vacane and vacanation series shall be avail able to all employees having
occupational exposue to bloodand otler potentially infectious netenals.

Postexposue evaluations and follow-up shall be provided to thosehaving a work
related incident involving spedfic exposue to the eye, mouth,other mucous
membrane, non-intad skin or parenterd exposue tobloodor other potentialy
infectious neternials.

The medicd evauations and procedures including the Hepatitis B vacdne and
vacanation series and postexposue evaluation and follow-up, including prophylaxis,
shell be provided to the employee under sugerision of or by alicensed hedth care
professioral. All | aboratory tests slall be conducted byan accrelited laboratory.

Hepatitis B vacdnations shall be made available to al employees having potential
exposue within 10 days of initial assgnment unless the employee hes previously
recaved thecomplete hepatitis B vacdnation sries, antibodytesting has reveded that
theemployee is immure, orthevacdne is contraindicated for medica reasons.

1. Participation in a pre-screening program is not a prerequisite for receving the
Hepatitis B vacanation.

2. If an employee initially dedines the vacanation but |later deades to accept it, the
vacanation stell be madeavail able.

3. All employees declining vaccinations shall sign Hepatitis B Vaccine
Declination Statement (Appendix C).

4. If avacdne booser is recommended by the US Public Hedth Service, it shall be
made avail able.

5. Postexposue evauations and follow-up shall be made immediately available to
expoxd employees following areported exposue incident.

6. Thepostexposue evaluation and follow-up shall includethefollowing:

a. Documentation of exposue route(s) and circumstnces.
b. ldentificaion and documentation of the souce individual, unlessnot possible
or prohibited bystate or locd law, including:

1) Testing souce individual® blood as soon as possibédter consent is
obtained to cetermineHBYV and HIV infedtivity.

2) If consent is not obtained, it shall be established that legally required
consent cannot beobtained.

3) When consnt is not required by law, the souce individual& blood, if
avail able shall be tested and results slall be documented.

4) When the souce individua is arealy known to be infected, testing need
not berepeaed.



5) Resultsof testsshall be made avail able to exposed employees and exposed
employees shall be informed of applicable laws and regulations regarding
disclosures.

c. Exposd employe e blood shall be colleded as soonas possibleand tested
after consent is obtained. If heor sheconents to laseline blood estingbut not
HIV testing, theblood ampleshall be preserved for at least 90 dys.

d. If, within 90 days of exposue, the employee eleds to have a blood sample
tested for HIV, it shall be tested as soonas possibé.

e. Postexposure prophylaxis, including counseling and evaluation offiueted
illness,when medicdly indicaed, shall be offered as recmmmendedbytheUS
Public Hedth Service.

f. Students that have a potential exposure event will followstingent focused
exposure plan for LFCC as outlined in the Student Handbook.

7. Thefollowing information stall be provided to thehedth care professiord:

a. A description of the exposd employe e @uties relating to the exposue
incident.

b. Daumentation of route(s) of exposue and exposue circumsances.

c. Theresult ofthesouceindividualGs blood &sting, if avail able.

d. All medicd reoords relevant to the appropriate treament of the employee,
including vacanation setus.

8. Thehedth care professioral swéitten opinion shall be obtained and provided to
affeded employees at thecompletion of the evaluation.

9. Thescope of the written opinion for Hepatitis B vacdnation shall be limited to
whether HBV vacadnation is indcaed and if theemployee hasrecaved it.

10. Thewritten opinionfor postexposue evaluation and follow-up shall be limited to
the results of the evaluation and information about the medicd conditions
resulting from exposue to blood or other potentialy infectious materals that
require further evaluation and treament.

11. All other findings or diagnosisshall remain confidential and shell not be a part of
thewritten report.

6.5 MM UNICATIONSOF HAZARDS TO EMPLOYEES

A. Waming labels shall be affixed to containers of regulated waste, refrigeraors and
freezers containing bloodor other potentialy infectious neterials and otler containers
used to stae, transpat or ship blood oother potentially infectious neterials.

1. Standard biohezard labels complying with thefollowing shall be used.

a. Color: Fluorescent orange or orange-red or predominantly sowith lettering or
symbols in acontrastingcolor.

b. Attachment: Fixed as close as feasible to the container by sting, wire,
adhesive or other method thet prevents loss ounintentional removal.



C.

d.

Labels on contaminated equipment shall state which portions of the equipment
are contaminated.
Labels are not required for thefollowing:

1) Regulated wastethat has been decontaminated.

2) Wastein red bags orred containers.

3) Containers of blood, blood comporents, or blood products that are
labeled as to their contentsand have been released for transpatation and
other clinica use.

4) Containers of blood orother potentialy infectious neterias that are
placal in labeled containers duing starage, transpat, shiprent or
disposl.

B. Training shall be provided for al employees having occupational exposue to blood
and otter infectious neterias asfollows:

1. Required training shall be provided on initial assgnment and annually thereater.

2. Additioral training shall be provided when tasks or procedures are changed or
modified and there are new tasks or procedures affeding employee exposues.
Additional training shall be limited to addressingthe new exposue creded.

3. Thetraining program stall includethefollowing el ements:

a

b.

oo

An accessible copy of the applicable standard(s) and an explanation of its
contents.

A generd explanation of the epidemiology and symptoms of bloodbane
diseases.

An explanation of themodes oftransmission obloodbane pathogens.

An explanation of the appropriate methodsfor reagnizing tasks and other
adiviti es thet may involve exposue.

An explanation of the use and limitations of methodsto prevent or reduce
exposue including engineeing controls, wak pradices and PFE.

An explanation of thebasisfor seledion of PFE.

Information on the types, proper use, locaion, remova, handling,
decntamination and disposal of PFE.

Information on the Hepatitis B vacdne, including its efficiency, safety,
method ofadministration and benefits.

Information on theappropriate adions to tke and persons tocontad in caseof
an emergency.

An explanation of the procedures to follow if an exposue incident occurs
including reporting method and avail able follow-up.

Information on thepostexposue evauation and follow-up thet is provided for
expoed employees.

An explanation of the signs, Bbels and/orcolor-codingused.



6.6 RECORDKEEPING

A. Medicd records which shall be maintained includethefollowing:

1. Emplye & tameand s@ia seaurity numter.

2. Copy of employe e Blepatitis B vacanation status including date of vacanation,
if applicable, and any medicd records relative to employe e @bility to receve
vacanation.

3. Copyof al results ofexaminations, medicd testing, and follow-up procedures.

4. Copyof the hedth care professioralG written opinion.

5. Copyof theinformation provided to thehedth care professioral.

Programs with students that have a reasonable exposure potential

will have medical records maintained that include the following:

1. S tme ahé swia Gesuritynnumker.

2. Copyofs t ud Eeapditi8 B vacanation status including date of vacanation, if
applicable, and any medicd records relative to s t u d elility Gos receve
vacanation.

3. Copyof al results ofexaminations, medicd testing, and follow-up procedures.

4. Copyof thehedth care professioralG written opinion.

5. Copyof theinformation provided to thehedth care professiordl.

B. Emplooe e and meticddemonds sbel be kept confidential and shall not be
disclosed or reported to personsinside or outsideof LFCC, withoutthei ndi vi dual 6
expresswritten congent, except as required by OSHA Standard 29 CFR 1910.1030 or
by other laws.

C. Training records meintained shall includethefollowing:

1. Detes oftraining sessions.

2. Contents orsumnary of thetraining sessions.

3. Namesand qudificaions ofinstructors.

4. Namesand job titles ofall personsattendingtraining sessions.

5. Training records shall be maintained for at least 3yeais from thetraining date.

D. Recoords shell be available upon request to employees, NIOSH and OSHA for
examination and copying.

E. LFCCshdl maintain ashaips injuy log.

F. Medicd recordsfor employeessubjectto the Bloodborne Pathogens
ExposureControl Plan stal be maintained byHuman Resources



6.7 EXPOSUREINCIDENTS

A. Occupational exposue to blood and other potentially infectious materials may result

from the performance of an employe e @uties. However, such exposue is normally
limited by engineeing controls, work pradices, PFE, and training. Despite these
controls, employees may be exposd when contad with blood or other potentialy
infectiousmaterials occurs (exposue incident). In theevent of an exposure incident, the
following procedures stall be followed:

1. Immediately, or as soonas possibleafter an exposue incident, the exposed
employee shall notify his or her immediate supervisor. Immediate reporting is
necessaly to ensue that the employee is properly proteded and all the necessary
facts are promptly obtained.

2. Apostexposue evaluation and investigation shall be completed within 24 hous.
Anything that cannotbe completed within 24 hous shall be completed as soonas
possibé.

3. Notiy Buildings and Groundfor cleanup.

SECTION 7: CHEMICAL HY GIENE PLAN

7.1 CHEMI CAL HYGIENE PLAN - GENERAL

A.

This Plan applies to al LFCC employees and students who are engaged in the
laboratory use of hazardous chemicds; which is defined as the use or handling of
chemicds in which all of thefollowing conditionsare met:

1. Chemicd work is cariied out on daboratory scae.
2. Protedive laboratory equipment and pradices are used.

. LFCC shall review and updite this Plan as appropriate.

Regulatory Standards: OSHA - 29 CFR 1910.1450and NFPA 45: Standard on Fire
Protedion for Laboratories UsingChemicds.

. Many acadents and injuries occur annually in laboratories, resulting in chemicd-

related illn esses ranging from skin and eye irritation to fatal pulmorary edema. This
Plan establishes uniform requirementsto ensue thet the rezards assaiated with work
in laboratories are evaluated, safety proceduresimplemented, and that the proper hazard
information is povided toall affeded stff and stuents.

. The Chemicd Hygiene Officer is responsiblefor al facds of this Plan and has

authaity to make necessary dedsions to ensue the success of this Plan. The
Chemicd Hygiene Officer is the only personwho may amend this Plan and who may
halt any operaion where there is danger of serious ersord injury.



1. TheChemicd Hygiene Officer shall be the current full time chemistry instructor.

The Chemical Hygiene Officer shall designate an alternate and ensure the alternate

is kept informed of all changes.

F. Spedfic duties ofthe Chemicd Hygiene Officer includefollowing:

1. Coordinate with administators and other employees to develop and implement
appropriate chemicd hygienepolicies and padices.

2. Monitor procurement and use of chemicds in the lab, including verifying that
fadliti es and training levels are adequate for the chemicds in use.

3. Perform regular chemica hygieneand hougkeepinginspedions.

4. Maintan currentknowledgeconcerningthelegalrequirementsf
regulatedsubsances in thelaboratory.

5. Maintain overdl responsibilityfor thelaboratory operaion.

6. Ensuwethat employees and stuants knowand follow thechemicd hygienerules.

7. Detemmine the proper level of persordl protedive equipment required and ensue

that therequired equipment isavail able and in waking order.
8. Enlist appropriate personnel to participate in investigations.

Appoint an alternate Chemical Hygiene Officer and ensure communication to all

individuals
9. Ensuethat employees and stu@nts have receved appropriate training.

G. Thefollowing generalprecautiondor handlinglaboratorychemicals
shall be followed. (Note: In order to minimize exposue, employees and stuents
shell operae undr the assumptionthat any mixture of hazardouschemicds is more
toxic than the most tgic comporent of the mixture.)

1. Bye Contad: Promptlyflusheyes with water for a prolonged period (15+ minues)
and see&k medicd attention.

2. Ingestion: Review the MSDS/SDSandencouragehevictim to drink large
amounts ofwater and ek medicd attention.

3. Skin Contad: Promptly flushthe affeded area with water and removeany
contaminated clothing, usea safetyshowerwhencontactis extensive If
symptoms ersistafter washing, seek medicd attention.

4. Clean-Up: Promptly clean up spills, using appropriateprotective appareland
equipment and proper disposl.

5. Do notsmell or tastechemicds.

6. Insped gloves kefore use.

7. Useonly thosechemicds for which the quality of the avail able ventilation system
is appropriate.

8. Avoideding, drinking, smokirg, gum chewing, or applying cosnetics or lip balm
in area where laboratory chemicds are present. Wash handsbefore condicting
theseadiviti es.

9. Do not stare, handle, or consune food or beverages in laboratory starage area
and refrigerdors.

10.Washarea of exposed skin thaoughly before leaving thelaboratory.



11. Do not play pradicd jokes or other behavior that might confuse, startle, or
distraa afellow worker or stucent.

12. Do not usenouth swtion for pipetting or starting a siphon.

13. Confine long hair and looseclothing.

14.Wea propershoesand clothingat all timesin thelaboratory regardless of
whether a lecture or lab is being conduct@&mb not wearsandals perforated
shaes, or apparel that is above the kné& shorts, short dresses, or other type of
clothing that is above the knee is permitted.

15. Keep thework area clean and uncluttered, with chemicas and equipment propery
labeled and stared. Clean up the work area on completion of an operaion or at
theend ofead class.

16. Ensuwe that appropriate eye protedion, where necessry, is worn by all persons,
includingvisitors, inarea where chemicds are stared or handled.

17.Wea appropriate gloves when thepotentia for contad with toxic materials exists;
insped the gloves before ead use, wash them before removal, and replace them
periodicdly.

18. Useany other protedive appard and equipment as appropriate.

19. Removelaboratory coats and/or aprongmmediately upon sgnificant
contamination.

20. Sek informationandadviceabouthazardsandplanappropriate
protectiveprocedures and positioningof equipment before beginning any new
operdion.

21. Be aware of unsafe conditionsand see that they are correded when deteded.

7.2 CHEMI CAL INVENTORY

A. A chemical inventoryshall be maintained and reviewed on aegular basis by each
department The inventory shall consistof all hazardouschemicds as classfied by the
Department of Transpatation (DOT) and the Environmental Protedion Agency (EPA),
or which disphy a 2 or greder numbker in any <dion of the National Fire
Protedion Assaiation (NFPA) diamond. (DOT and EPA Classficaion Lists are
included in Appendix D).

B. Chemicds shall be listed alphabeticdly acwording to the name on their MSDS/SDS
or, in the absence of a MSDS/SDS, the mostcommonly ugd name. Inventory shell
include the NFPA hazard classficaion, if known, and the manufacturers name. A
comment sedion shell be povided for additional information such as the chemicd's
locdion in the space and an indication that the chemicd is a knownor susgded
caranogen.

1. Inventories shell be computerized whenever possibleto provide the cgpability of
sating acordingto manufacturer or locdion.
2. Acomplete chemicd inventory data baseis maintained in theProcurement Office.



7.3

7.4

MATERIAL SAFETY DATA SHEETS(M SDS)/SAFETY DATA SHEETS(SDS)

A. Upon completion of the annual chemicd inventory, a request shall be sent to
manufacturers if MSDS/SDS are missirg.

1.

LFCCsHall rely on thechemicd manufacturer's information to asceitain whether
or not thechemicd is hazardous.

B. Copies ofrelevant MSDS/SDS shll be avail able in ead area.

C. MSDS/SDS master files for eat chemicd are locaed in the Procurement Office and
Maintenance Office

GHEMI CAL STORAGE

A. When seleding thetype of starage for ead chemicd, the hazards assaiated with the
chemicd as well as the readivity of the chemicd shall be consicered. General
requirementsfor chemicd storage are as follow:

1
2.
3.
4

o

9.

. Receaved chemicds shall be immediately moved to thedesignated staage area.

Thestarage area shall be well ventilated and illuminated.

All materials stdll be stared at, or below eye level where pradicd and feasible.
Materids shall be arranged so that larger items, particulady in bregable
containers are situated closer to thefloor.

Materials shall be segregated by their hazard charaderistics, classficaion, and
compatibilit y.

Storage area shell be well defined and labeled with appropriate markings and
labels.

Storage area shall be accessibleduring normal working hours and shall be under
the control of the Chemica Hygiene Officer.

Storage of materials at thepoint of useshall be limited to thoseamounts ecessary
for one adivity. Thecontainer used for point of use starage shall be propery
labeled and of aminimum ske to make it convenient for use.

Materias shall never beundulyexposed to light or hed.

10. Spedally monitared and labeled refrigeraors shall be used for chemicd starage

only. No food intended for human consumptionshall be pemitted in these
refrigeraors.

11. Flammable liquids shell be staed in flammable starage cabinets with self-closing

doars and ventilation in acaordance with NFPA standards.

12. Safety cans with spring loaded spoutsshall be used to transpat flammable

liquids.



7.5

7.6

Toxic chemicds, including caranogens, shall be stared in ventilated starage area in
unkregable chemicalresistantsecondaryontainers Thesecontainershallbe
labeled "CAUTION: HIGH CHRONIC TOXICITY OR CANCER-SUSPECT
AGENT." Cardnogens and suspeded caranogens shell be noed in the comments
sedion of the Chemicd Inventory.

. Mineral acids shall be separated from flammable and combustible materials. Separation

is defined by NFPA 49 as storage within the same fire area but separated by as much
space as practicable or by intervening storagel resistant trays shall be placed under
bottles of mineral acids.

. Acid sensitive materials such as cyanides and suffides shall be separaed from addsand

proteded from contad with aads.

Cylinders of compressed gases shell be strapped (above the midpoint) ochained to a
wall or bench top and shall be cgoped when not in use. Cylinders shall be sta@ed on a
clean dry suface No ignition souces shall bealowed in thevicinity of compressed gas
cylinders. Thestarage area shall be maintained free of combustibledebris.

LABELING REQUIREMENTS

A.

Hazardous chemicds which are not immediately used in the laboratory and that are
notin theiroriginal containershallbelabeled These labelshallincludethefollowing:

1. TheGHS hazard pictograms/NFPA i.e., whether the chemical is a health hazard,
flammable, explosive, oxidizer, irritant, gas under pressure, corrosive, fatal/toxic,
or environmental hazard.

ENGINEERING CONTROLS

A.

The engineeing contols instaled in ead laboratory are intended to minimize
exposue to chemicd and physicd hazards. Employees and stucents shall notify the
Chemicd Hygiene Officer of deficiencies in the operaion of thesecontrols. If at any
time, any employee does not understand the operaion of an exposue control
mecdhanism heor sheshall contad the Chemica Hygiene Officer immediately.

Fumehoodsshall be utilized for al chemicd procedures which might result inrelease
of hazardousvapors, fumes, or dusts. As a generd rule, fume hoodshall be usd for
all procedures involving subsénces which are appredably volatile and have a
pemissibleexposue limit (PEL) less ttan 50 ppm.

1. Noemployee or stucent shall utilize any hoodwithout first recaving training on
theuseof thehood.
2. Thefollowing work pradices stall apply to theuseof hoods.
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Confirm adequate ventilation in acwordance with the manufactur esr 6
recmmendations or by an equally adequate method to confirm proper

functionality of thehood

Keep the sash of the hoodclosed at all times except when adjustnents within
the hood are being made. At thesetimes, maintain the ssh height as low as
possibé.

Confirm adequate hood ventilation performance prior to opening chemicd
containers insidethe hood.

Minimize starage of chemicds and equipment insidethe hood.

Minimi ze interference with theinward flow of air in thehoodat all times.
Kee the hood operding when it is not in adive useif hazardouschemicds
are contained inside the hood or if it is uncettain whether adequate generd
laboratory ventilation will be maintained when thehood is noroperdional.

Do not usethe hood as a means of disposingof volatile chemicas under any
circumsances.

TheChemicd Hygiene Officer shall verify the adequacy of hoodventilation prior
to theintroduction of new chemicds.

Eyewash fountains shall be inspected monlylfhe Maintenance Departmeiiihe
Buildings & GroundsSupervisor shell maintain recrds oftheseinspedions.

. Safey showers shall be inspeded, tested, and flushed annually by the Maintenance
Department. The Buildings & Grounds Supervisor shall maintain records of these
inspedions.

. Fire Extinguishers: Fire extinguishers shall beinspeded monthlyby the Maintenance
Department.

. Storerooms:All chemicd stareroomsshall be maintained in an ordery fashionand be
well ventilated.

1. Chemicd storeroom lacaionsare 229 & 230 Science and Health Professions
Building at theMiddletown Campus. Chemical storerooms at the Fauquier Campus

are rooms 104A and 105A.

. Ventilated starage cabinets for chemicds shall be provided as neaded and shall have a
separae exhaust duct.

1. Ventilated staage cabinets are locaed in rooms229 & 230 of the Science and

Health Professions Building located on the Middletown Campus



7.7  PERSONAL PROTECTIVE EQUIPMENT (PPE)

A.

Employees shell berequired to wea gloves when there isthe poential for dired skin
contad with hazardouschemicads.

When used, lab coats or chemical protective apronstdl be worn only in the
laboratory area and shell be buttored or tied backo proted clothing.

In area where there is a reasoreble probability that chemicd splashes could occur, an
imperviousapron appropriate for thetask skal be worn.

All PFE shall be removed immediately upon leaving the work area or as soonas
possiblethereafter.

Masks and eye protedion or chin-length face shields shall be worn to poted against
splashes or sprays of blood, infectious materias, or hazardouschemicds if there isa
potential for eye, nosk, or mouthcontamination.

Hand protedion shall be required as follows:

1. Chemicd-resistnt gloves shall be worn as described in theMSDS/SDS.

2. Rubber ¢pves shall be washed prior to being removed. Disposable gloves will be
disposed of properly.

3. Themal-resisiant gloves shall beworn as appropriate for operaionsinvolving hot
materias and materas contained in exothemic readion vessls. Gloves shall be
made of a nonasbestos material and shall be replaced when damaged or
deteriorated.

7.8 ONTAMINATED WASTE REMOVAL/DISPOSAL

A. Toensue that minima ham to people, other organisms,and the environment results

fromthe disposl of waste laboratory chemicds, the waste management policies
contained in this Manual spedfy how wasteis to be colleded, segregated, stared, and
transpated.

Disposl of Materias in Drains: Only thosechemicds that are reasorably solublein
water are suitable for drain disposl. A compoundis consicerel to be water solubleif
it dissoles to the extent of at least 3 percent. Thesecompoundsshall be flushed with
at least 100 volumes of excesswater. Thefollowing materials shall not bedispo®d of
in drains:

1. Organics with boilingpoints kss tran 50C.

2.Hydrocatbons halogenatedydrocarbonsnitro compounds
mercaptansandmostoxygenated compoundghat contain more than five
calbonatomssuch as Fren.

3. CQganics thet are explosives sich as azides and peroxides.

4. Concentrated adds orbases.



5.

Highly toxic, malodorous orlachrymatory subsances.

C. Disposl of wasteshall be coordinated by thealternate Chemical Hygiene Officer
Eacdh department stall contad the alternate Chemical Hygiene Offices necessary
to arrange for disposl of waste naterial.

7.9 AMINISTRATIVE CONTROLS

A. Eadh laboratory instructor shall be responsible for the safe operaion of ther
laboratory.

B. Spill containment kits are locaed in the appropriate area. Chemicd spills shall be
contained usingthe Think C.L.E.A.N.ER. principle asfollows:

Nogo,scwnNPE

Contain thespill.

Leavethearea.

Emergency Demntamination: Eyewash, shower, medicd care.
Access MSDS or SDSfor follow-on emergency procedures.
Notify supervisory staff of incident.

Emergency ResponseNotification (911)if needed.

Report. Gather and dacument information as recessary.

7.10 MEDICAL REQUIREMENTS

A. All medicd examinations and consulitions shall be performed by or under the dired
supenvision of a licensed physician A boardcettified physicianin occupationa
medicine shall be used whenever possibein accordance to Workers Compensation

B. All employeés shall be sent for amedicd evauation as follows:

1.
2.

3.

Whenever signsand symptomsassaiated with ahazardouschemicd develop.
Whenever environmental monitaring reveds an exposue level routinely above
theadion level.

Whenever an event, such as a spill, le&k, or explosion,which resultsin hazardous
chemicd exposue takes plaain thework area

C. LFCCshall providethefollowing information to thephysician:

1.

2.

3.
4.

Identity of the hazardous chemic#s$) to which the employee may have been
exposd.

Description of the conditions under which the exposue coceaurred; including
guantitative exposue data (if available).

Description of the signsand symptoms ofexposue.

Copyof theMSDS/SDS for the chemicd(s) involved.

D. LFCC shall request that the physician provide a written opinion. This opinionshall
not reved spedfic findings or diagnosisunrelated to the exposue butshall include,
without limitation, thefollowing:



1. Recommendation for further medicd follow-up.

2. Results ofthemedicd examination and any assaiated tests.

3. Enunerdion of any medicd conditionsreveded in the course of the examination
that may place the employee a increased risk as a result of exposue to a
hazardouschemicd found in theworkplace4. Confirmation by thephysician that
the employee has been informed of the consulttion/examination results and any
medica conditionthat may require further examination ortreament.

7.12 TRAINING

A. LFCC shall provideinformation and training to ensure that employees are aware ofthe
hazards ofchemicds present in their work area.

B. Chemicd hazard information shall be provided at the time of an employeés initia
assgnment to a wak area where hazardous chemicds are pesent and prior to
assgnments involvingnew exposue situations.

C. Refresher training shall be provided in order to reestablish employee proficiency and
introduce new or revised pradices and procedures, as recessary

1. Additioral training shall also be provided whenever LFCC has reasonto believe
that there are deviationsfrom or inadequades in an employeés knowledge of proper
lab safety pradices orprocedures.

D. Information presented in initial and refresher training shddlress, without limitation,
the following

1. The contents of 29 CFR 1910.14507 Occupational exposue to hazardous
chemicds in laboratories.

2. Theapplicable details of LFCCé Chemicd Hygiene Plan.

3. The pemissible exposue limits (PEL) for OSHA regulated subsénces or
recommended exposue limits for other hazardous chemicads where there is no
applicable OSHA standard.

4. Signs and symptomsassaiated with exposues to hazardous chemicds used in
thelaboratory.

5. Thelocdion and avail ability of reference material on the hazards, safe handling,
staage and disposl of hazardous chemicds found in the laboratory including,
without limitation, MSDS/SDS.

6. Methodsand ob<ervations that may be used to deted the presence or release of a
hazardouschemicd.

7. Viswl appearances or odas of routinely used hazardous chemicds when being
released.



8. Protedive measues used to proted employees from exposue to hazardous
chemicds, such as appropriate work pradices, relevant emergency procedures,
and appropriate persordl protedive equipment to beused.

E. LFCC shll cettify that employee training has been acaomplished and is being kept up
to date. Thecettification stell contain eat employeés rameand dhates oftraining.

7.13 HDUSEKEEPING
A. Foors slall be cleaned regulany.
B. Eadh employeeis responsiblefor the cleanlinessand aderliness oftheir work area

C. Buildings & Grounds sHIl be notified of any housskeepingisstes.

7.14 RCORDKEEPING

A. LFCC shdll establish and maintain an acairate record for ead employee All records
shell be kept, tranderred, and made available in acordance with 29 CFR 1910.20.
Exposue reards for hazardous chemicds and hamful physicd agents shell be
maintained for 30 yeas. Medicd reards for employees exposd to hazardous
chemicds and hammful physicd agents shall be maintained for the duration of
employment plus 30yeass.

B. Reoords shall be maintained as follows:

1. Acddentreards slall be written and retained by Human Resources.

2. Inventory for high-risksubstanceshallbehoused in Police and
Security at the Middletown CampusThe Fauquier Campus will
house inventory in the Chemical Storage Area.

Envronmental monitoring records shall be maintained by the
Buildings & GroundsSupervisor.

Medica consul&tion records shall be maintained by Human Resources.

Training attendance records shall be maintained by Human Resources.

CBHA 101 forms shall be maintained and kept for 5 years byHuman Resources.
CBHA 300forms shall be maintained byHuman Resources.

CBHA 3165 postr shall be postd within ead wark area by Human Resources.
Rewords of equipment inspedions shall be maintained by the Buildings &
GroundsSupelvisor.

w
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7.15

7.16

7.17

7.18

7.19

PROCUREMENT OF CHEMI CAL MATERIALS

A. Chemicds purchased by LFCC shall be used in a responsiblemanner from receapt on
campus tmough disposl.

B. Requestsfor new materias or materia quantities in excessof normal usage quantities
shall be routed through the Chemicd Hygiene Officer for approval. The Chemical
Hygiene Officer shall review the request and, if approved, shall forward it to the
Procurement Officer.

C. When any chemicd is receved, the MSDS or SDS shall be reviewed for any
requirements persoral protedive equipment. Employees and students shall be trained
regarding the hazards, and equipment required to sfdy usethe materia prior to use.

RECEIVING OF CHEMI CAL MATERIALS

A. All chemicds shall bereceved through acentra location bythe Buildings & Grounds
Supevisar.

B. Shipping and receaving rewrds shall be maintained by the Buildings & Grounds
Supewvisor.

C. No meternal shall be recaved without aSDS.

L ABORATORY EQUIPMENT & GLASSWARE

A. Laboratory equipment and glassware shell be used onlyfor its intended pupos.

B. Glassware shell be handled and staed with care to minimize bregkage.

1. Damaged glassware shall not beused and properly discarded
2. Broken glassware shall be immediately dispo®d of in arigid container.

C. All | aboratory equipment shall be inspeded on aperiodic basis.

L ABORATORY ACTIVITIE SDURING OFF HOURS

A. Employees and stucents shall not be pemitted to work after-hous in the lab except
with pemissionfrom theChemicd Hygiene Officer.

B. Individuals shall not work alonein labs.

C. No laboratory operdions are performed without proper supervision by
approved faculty and laboratory staff.

CHEMICAL SPILL S, RELEASES& ACCIDENTS

In the event of a chemicd spill or other acadent, cleanup shell be direded by the
Chemicd Hygiene Officer in acmrdance with theMSDS or SDS.



7.20

[E=FINITI ONS

A.

B.

Acute: An adverseeffed with symptoms othigh severity comingquickly to acrisis.
Cardnogen: A substince cgpable of causingcancer.

Chemicd Agents: A wide varnety of fluids that have a high potential for body entry
by various means. Some are more toxic than others and require speda measures of

control for safety and environmental reasons.

Chronic: An adverseeffea with symptomsthat develop slowly over along period of
time or that frequently reaur.

Combustibé: Able to cach onfire and bun.
DOT: Department of Transpatation.

EPA: Environmenta Protedion Agency.

. Flammable: Capable of being easily ignited and of burning with extremerapidity.

Infectious Agents: Sources that cause infedtions either by inhalation, ingestion, or
direa contad with thehost naterial.

Laboratory Scde: Work with chemicds that can easily and safdy be manipulated by
onepersonexcludingthe commerdal production of chemicds for sale.

Laboratory Use: A workplacewhererelativelysmallquantitiesof
hazardoushemicds are used on anon-production besis.

LC 50: The concentration of a subsince in air that causes deah in 50 percent of the
animals exposed byinhalation. A measure of aautetoxicity.

. LD 50: The dosethat causes deah in 50 percent of the animals exposed by

swallowing asubsénce A measure of aautetoxicity.

. MSDS: Materid Safety Data Shed.

. Mutagen: Capable of changing cdls in such a way that future cdl generdions are

affeded. Mutagenic subsances are uswelly consicered susjed carénogens.

OSHA: Occupational Safety and Hedth Administration, the regulatory branch of the
Department of Labor concemed with employee safety and hedth.



. PEL: Pemissible Exposue Limit. This is the legally allowed concentration in the
workplace that is consicered a safe level of exposue for an 8-hour shit, 40 hours per
week.

. pH: A measure of how addic or caustica subsaénce is onascde of 1to 14. A pH of
1 indicaes thet asubsénceis addic; apH of 14 indicates thet asubsanceis basic.

. Physicd Agents: Workplaae souces reagnized for their potential effeds on the
body. Hea exposue or excessivenoiselevels are examples ofthisrisk group.

. SDS. Safety Data Shed.

. Sensitizers: Agents to repeded exposue over time creding an alergic readion at
somepoint in time.

. Sterlity: Changes made in male or female reproductive systemsresulting ininability
to reproduce

. Teraogens: A subsénce that causes a deformity in newborns if a significant
exposue exists duing pregnancy.

. TLV: ThresholdLimit Value. The amountof exposue allowable for an employee in
an 8-hourday.



SECTION 8 HAZARD COMM UNICATION PROGRAM

8.1

8.2

HFhnzARD COMM UNICATION - GENERAL

A.

Scope: This pdlicy applies to the seleding, handling, staring, using, and disposl of all
hazardousmaternas at LFCC from recept through use; and to all hazardouswastefrom
generdion tofinal dispcsal.

It is the policy of LFCC to manage al hazardous materials and waste in a manner
consiséent with applicable laws and regulations through the waste management policies
contained in this Manual.

The purposeof this policy is to proted employees, students and the community from
theeffeds ofexposueto hazardous naterials.

The Safedy Committee has the authority to establish, suppat and maintain the
procedures necessary to ensue compliance with this Program (see Sedion 3: Safety &
Hedth Organization).

1. The Vice Presidenof Finance and Administrative Servicéss authorization to
take immediate corrective action in cases of eminent risk of exposueto hazardous
material.

2. All LFCC employees and students have theright to review and access SDSGs,
inventories of chemicals to which they may be exposd, and the Hazard
Communcation Program.

PROCEDURES

A. Ead Department is responsible for ensuing that MSDS/SDS are provided by the

manufacturer or distributor for all hazardous sulstances obtained by their Department
and for providing a copy of al M SDS/SDS to the Procurement Office

1. MSDS/SDS forms shall be available to al employees and students in their work
area Each Department isresponsiblfor maintaining and updating these fil es.

2. TheBuildings & Grounds Supervisor shall forward any MSDS/SDS received with
incoming shipnents to the Department in receipt of the shipment and to the
Procurement Office.

3. Master MSDS/SDS files shall be kept in the Procurement Office and the
Maintenance Office.

Labeling Requirements: These labeling requirements apply to al containers of
chemicds used at LFCC, as well as to containers of chemicds and hazardous materials
being shipged off site. Thelabelingprogramshallfollow theguidelinesn theChemicd
HygienePlan (Sedion 7). In addition, thefollowing procedures apply:



1. Nounmarked container of chemicds shall be used unlessthe container is portable
and the chemical is for immediate useand under the control of the person who
tranders itfrom alabeled container.

a. Container means anybag, barrel bottle, box, can, cylinder, drum, reactiesse,
starage tank, or thelike that contains ahazardouschemical.

b. Pipes or piping systems, and engines, fuel tanks, or other operating systems in
vehicles, are not consicered to becontainers for purposes ofthis policy.

c. Immediate usemeansthat the hazardouschemical shall be used only during the
class in wheh it is randerred.

2. LFCCshall provideacontainer labeling kit to any employee requesting one.

a. Empbyees shdl not remove or deface labels on incoming containers of
hazardouschemicals.
b. Labels for containers of hazardouschemicals stell be defaced after use.

3. Label Information for a Single Chemicd (Non-Mixture).: LFCC shall provide the
appropriate hazard rating and chemica compatibility charts required to label
containers. Thelabel shall include, without limitation, thefollowing:

a. Thepersordl protedive equipment required to useor handlethe chemicd.

b. TheDOT hazad classi.e., whether the chemicd is flammable, toxic, irritating,
corrosive, water reactive, or is an oxidizer.

c. Thechemica nameasrefleded on theMSDS/SDS.

4. Label Information for Mixtures: LFCC shall provide the appropriate hazard rating
and chemicd data to label containers. TheMSDS/SDS of the chemicds used to
crede themixture shell be consuled to ceterminelabeling requirements.

a. If amixture has been tested by an approved laboratory as a whole to determine
its hazardous charaderistics, the results of such testing skl be used to
determine whether the mixture is hazardous and to provide the appropriate
labeling information.

b. If amixture has notbeen tested as awholeto determine whether the mixtureis a
hedth hazard, the mixture shell be assuned to present the same hedth hazards
as do dl its comporents which comprise one percent (by weight or volume) or
greder of the mixture. Scientificdly valid data such as that provided on the
MSDS/SDS shall be ugd to evaluate the physicd hazard patential of the mixture.
The ChemicaHygieneOfficer shallbe consultedo provideanyhazard analysis
assisance required.



5. Labels are notrequired on thefollowing:

a Any pesticide as such term is defined in the Federd Insedicide, Fungicide, and

C. Bah

RodenticideAct (7 US.C. 136 et seq.), when subgda to the labeling.
Requirement®f that Act and labeling regulations isswed under that Act by the
Environmental Protedion Agency.

. Any food, food additive, color additive, drug, cosmetic, or medical or veterinary

device including meterials intended for useas ingredients in such products (e.g.
flavors and fragrances), as such terms are defined in the Federal Food, Drug, and
Cosnetic Act (21 U.S.C. 301 et seq.) and regulations issted under that Act,
when they are subpd to the labeling requirements under that Act by the Food
and Drug Administration;

Any distilled sprits (beverage acoholg, wine, or malt beverage intended for
nonindustial use, as swh twms are defined in the Federa Alcohol
Administration Act (27 US.C. 201et seq.) and regulationsissiwed uncer that Act,
when subgd to the labeling requirements of that Act and labeling regulations
issted uncer that Act by the Bureau of Alcohol Tobacm, and Fireams.

. Any consuner product or hazardoussubsance as thoseterms are defined in the

Consuner Product Safey Act (15 U.S.C. 2051 et seq.) and Federal Hazardous
Substnces Act (15 U.S.C 1261 etseq) respedively, when subpd to a
consuner product safety standard or labeling requirement of those Acts, or
regulations issted under those Acts by the Consunmer Product Safety
Commission.

Any containers of chemicds and hazardous materialsbeing shipped off site
designated as hazardouswaste.

Department shall maintain an inventory of al hazardous materals used,

handled, or stared in that Department. Thechemicad names on the inventory shall
correspondwith thosein theMSDS/SDS.

1. When aproduct is no langer in useor aMSDS/SDS s replacel, theold MSDS/SDS
shell be archived and theProcurement Officer shall be notified.

2. TheProcurement Officer shall suppy Departments with an annual inventory of the
hazardousmaterials located in their area Each Department shall check this listagainst
their MSDS/SDS Manua and physicd inventory and advise Procurement Officer of
any changes or upcetes.

D. All hazardous materials shall be stared in aacordance with rules for incompetible
chemicds as defined inthe MSDS/SDS.

1. Hazardous chemicals shall be kept in the laboratories in the smellest containers
pradicd. Quantities staed shal be kept to aminimum.

2. Flammable chemicds shall be stared in fireproof cabinets that are designated for
thesechemicals only.

3. Compessd gas cylinders shall be staed away from traffic, hea sources and
anything flammable. Cylinders slall be fastened and saured in an ugight position.



E. All environmental and occupational waste requiring speda handling based on locd,
state and federd regulations slall be dispo®d of properly.

1. Infectious weste shall be disposd of as follows:

a. Containedn le&-proof plastic bags. When there are multiple bags, each bag
shall be seded sparately.

b. Delivereddo Room No.231in Science and Health ProfessiBuailding at the
Middletown Campus. Rooms 104A1Q5A are designated at the Fauquier
Campus.

c. TheChemical Hygiene Officahall be notified when infectious waste neels to
be prked up.

2. Contaminatedlsamps shall be colleded at the point of generation in purcture
resistant shamps containers, and thosecontainers shell be picked up by a qualified,
licensed ontrador. A manifest of the wastedisposl shall be kept by the alternate
Chemical Hygiene Officewith theinvoicefile.

3. Any paints or thinners that are identified as hazardousshell be dispo®d of in 55
gdlon drumsand shall be removed from campusby a qualified, licensed contrador.
A manifest of the removal will be kept by the alternate Chemical Hygien@fficer
with theinvoicefile.

F. See Sedion 6 of this Manual for exposue control measues for bloodbaone Ethogens
and for more detailed information conceming handling and disposihg of infectious
materials.

G. Persordl Exposue or Spill Respong: LFCC shall ensue that required emergency
materials are avail able as spedfied on theM SDS/SDS.

1. PFE asidentified ontheMSDS/SDS required for ead hazardoussubsénce shall be
worn.

2. When there is an incident of exposue the employee or student shall follow these
guidelines:

a. Follow therecommendation on theMSDS/ SDS.

b. Notfy immediate supervisor or depatment head of incident and, if necessary,
Human Resouces shall complete an incident or injury report and record on the
OSHA 300 Log.

c. All incidentsthat require spedal spill precautions orassistince to clean up shall
bereported to CampusSeaurity.

H. Training: Supervisars and/or Department Heads shall be responsiblefor providing
training for each employee and student who regularly comes in contad with hazardous
materias. Thistraining shall take place at the time of their assgnment and as new
hazardous products/substnces are introduced. Training requirements shall be reviewed
asrequired.



1. Following completion of thetraining program employees and stucents shell
be able tocomgy with thefollowing:

a

b.

C.

Describe the requirements ofthe Hazard Communcéion Program.
Identify the generd chemicds and hazardous naterias present onCampus.
Reaognize the physical and hedth effecs of these chemicds and
hazardous naterals.

Describe stepstaken to lesen or prevent exposue to chemicds. e.
Understand poential exposure sources and routes of exposue.
Describethe methodsandobservationtechniquesaisedto
determinethe presence or release of hazardous naterials in thework
area.

Demonstate how to read labels and MSDS/SDS to obtain appropriate
hazard information.

Uncerstand appropriate  resporse  procedures, including
notification procedures, shouldan exposue occur.

Apply the correa procedure in the trander and starage of all
hazardous naterials in thework environment.

Locate and wse the personal protedive equipment within thedepartment.
Understandhow to lessenor preventexposureto hazardous
substance shrough usage of control, work practices and persona
protedive equipment.

Understand emergency and first aid procedures to follow if
employees are exposed to hezardous subsice().

. Understtndmethodsandobservationtechniquesusedto

determinethe presence or relesse of hazardous subsinces in treir
work area

Usespill containment procedures within their work environment.
Demonstate the use of the correa procedure for disposing of
hazardous nateria used routinely on thejob.

Hazardous Non-Routine Tasks: No LFCC employee or stucent shall be
required or alowed to perform tasks for which he or she not fully trained.
Prior to beginning wark, all such nonroutine esksshall be evaluated and the
related hazard(s) stall be assessed and adequate protedive measues shal be
developed.

Informing Contractors: LFCC3& Contrad Representative, who serves as the
liaison ketween the College and the contrador, shall provide iformation on
hazardous subsinces locaed oncampus tlat thecontrador may comein contact

with.
1.

The Contrador shall be responsiblefor training their employees.



8.3 DEFINITI ONS

8.4

A. HazardousMateria: Any subsance which, when used as intended in the normal
work process,poss a hedth or safety hazard rating of two or higher to employees
or theenvironment. Theseinclude:

1.
2.
3

B.

Any material that is flammable at less ttan 140 agrees Fahrenheit.

Any maternia that is corrosive (burns skin oreyes on contad.)

Any material that is readive (unseble, explodes, or releases toxic vapors if
exposd to other chemicds, orwater).

Thosechemicals and hazardoussubsénces identified by the Environment
Protedion Agency (EPA) regulations.

. Substnces whoseallowable concentration in work place air are established

or proposd to be established by the American Conference of Govemment
Industial Hygienists.

All the subsénces consicered hazardousby the National Institute of
Occupational Safety and Health.

Medicd and infediouswaste.

Waste: Any materia that is no lorger needed and which requires

disposl.

PERFORMANCE STANDARDS

Employees in Health ProfessiondBuildings & Grounds,Life & Physical Sciences
Automotive, Welding, Machining Technology, Heaing and Air Conditioning, and
Eledronics are aware of the le@ation of their Department spedafic MSDS/SDS.



SECTION 9: JOB SAFETY ANALYSISPROGRAM

9.1

9.2

9.3

DB SAFETY ANALYSIS T GENERAL

A.

Preventing workplace injuries is the principle purpose of this Program. This
Program shallprovideabasisfor identifying existing or potentialjob hazards(both
safety and hedth), determining persordal protective equipment (PPE) requirements
and establishingthe kest means to peform the job to reduce or eliminate these
hazards.

1. Lord Fairfax Community Collegghall eview and upcete ths policyas
appropriate.

HGH RISk JOBS & PROGRAMS

A.

W

© ®NOoO Ok WDNRE

Thefollowing have been identified as High Risk Jobs:
1. Maintermance Mechanic.
2. QGround Mainteance

Thefollowing have been identified as High Risk Instructional Programs:

Electronic Equipment Servicing

Electrica Eledronics Ergineering Technology
Welding Technology

Air Condtioning & Refrigeration

Precision Machining Tedhnology

Automdive Analysis& Repair

Building Trades Technology

Industral Eledricd Principles

Industral Eledronics Principles

10. Maintemnce Mechanics
11.Integrated Systems EBcnolagy

TRAINING

A.

The purpose of the training program is to ensurethat employees and students
are suficiently informed about the hazards to which they may be exposedand
thus be able to farticipate adively in their own protection.

The training program shall include a means for adequately evauating
its effectiveness. Thisshall beachieved byusingcomhinations ofthefollowing:

1. Surveys.
2. Injury and illness s#tistics.
3. Obevation of work pradices.



C. Training for employees and stucents shell consistof both generd and spedfic
job training as follows:

1. Emploess shall be given formal training regarding the hazards assaiated
with their jobsandwith their equipment. Thistraining shall include irformation
onthe \arieties of hazards assaiated with the job, the risk factors causing
or contributing to them, and the means of reagnizing and reporting susgded
hazards.

2. Students shall be given training regarding thehazards assaiated with their
classes and/or their equipment. This training shall include information on
recognizing and reporting suspeded hazards.

a. Traning shall be conducted at thebeginning of ead semester.

3. New employees shell receve handson training prior to being placel on a
job. This training program stall include, without limitation, thefollowing:

a. Care us, and handling techniques pertaining to tools.

b. Useof spedal toolsand cevices assaiated with wak sttions.
Useof appropriate guardsand safety equipment, including
PPE.

d. Useof proper lifting techniques and cevices.

o

D. Maintenance personrel shall be trained in the prevention and corredion of
job hazards through job and work station design and proper maintenance, bothin
generd and as applied to thespedfic conditions ofthefadlity.

1. Employeetrainingshallincludeinstructionand, wherenecessary
handson taining in thefollowing:

a. A description and identificaion of the hazards assaiated with particular
jobs, &sks, nadines, and wakstations.

b. Spedfic safeguards;including how the safeguards provide protedion
and the hazardsfor which they are intended.

c. Theproper useof safety devices.

d. Theproper installation, operaion, and removal of safety devices.

e. Procedures to follow if the device is damaged, missirg, or unable to
provide adequate protedion.

f. Reaognition of appliceble hazards assaiated with guarding

devices.g. Proceduresfor removal of aguard from swice

h. Persord protedive equipment requirements.

E. Refresher training as required to reestablish employee proficiency and introduce
new or revised safe wak pradices, methods,procedures, and use ofPFE shell be
provided as appropriate.



9.4

9.5

LFCC shall cettify that training/retraining of employees and students has been
acomplished and is being kept up to date.  Thecettificaion shall contain eadh
employees or stucentés remeand dbtes oftraining. Training documentation is kept
within the department.

PERSONAL PROTECTIVE EQUIPMENT (PPE)

A.

Where work pradices and engineeing controls do not eliminate al job hazards,
employees shall wea appropriate persordl protedive equipment (PFE).

. PFE includes, without limitation, items such as, cgps, hair nets, face shields, safety

gogdes, glasss, heaiing protedion, and gloves.

1. PFE shdll be appropriate for the particular hazard.

2. PPFE sHdl be maintained in good condition.

3. PFE sl be propeily stared when not in ug, to prevent damage or loss.
4. PFE shall be kept clean, fully functional and sanitary.

PPFE can present additional safety hazards if not used propery. Superwisors
and instuctors shall ensue that employees and students wea appropriate
clothing and thet PFE is wan soas notcrede additional hazards.

TooL SELECTION, EVALUATION & CONDITI ON

A.

The gredest hazards posd by tools generdly result from misuse and/or
improper maintenance  Employees shall verify thefollowing when seleding tools:

1. Thetool iscorred for thetypework to beperformed.

2. Gurdsareinstaled propery and ingood condition.

3. Goundingmethodsare suficient when warking in wet conditions.

4. Potential for injury or damage when usingtools which crede sparks or hea
hasbeen consicered when warking aroundflammable subsénces.

5. Impad toolssuch as chisels, wedges, or drift pinsdo not have mustroomed
heads whth can shetter on impad.

6. Wooden handles are not loseor splintered which can result in the heads of
toolsflying off.

7. Cuttingtoolsare shap.
8. Thetool is keing used on theproper working suface
9. Threre is suficient clearance for tools requiring swinging motions

swch as hemmers, axes, picks, etc.



9.6 HFAZARD PREVENTION & CONTROL

Engineeing solutions, where feasible, are the peferrel method of control for
workplacehazards; therefore, whenever possibg, hazards shell be eliminated by
redesigning the wak station, work methods,or toolsto reduce the hazards assaiated
with the demands ofthejob. Theuseof PFE shdll be alast choice.

9.7 NOTIFICATION OF EMPLOYEES& STUDENTS

Affected employees and stucents shell be notfied when they are phcea in jobs
or programswhere it is known or susgeded that unresolved job hazards exist. These
jobsand programsare listed in 9.2above.

SECTION 10: LOCKOUT/TAGOUT POLICY

10.1 LocKoOUT/TAGOUT PoLicy - GENERAL

A.

This Policy covers the servicing and maintenance of macdines and equipment
in which the urexpeded energization or startup of the nadcine orequipment, or
release ofstared energy could causeinjury to employees.

1. Equipnent locaed in acalemic area is coveral by the safety procedures
developed by ead Depatment. These procedures are included in Appendix
G of this Manudl.

In generd, norma operaions are not covered by this Policy; however,
servicing and/or maintenance which takes place during namal operaions is
covered under thefollowing conditions:

1. If an employeeis required toremoveor bypass aguard or other safety device

2. If an employee is required to place any part of his or her bodyinto an area
on a macdine or piece of equipment where work is performed or where an
assaiated danger zoneexists duing amacdine operaing cycle.

Minor tool changes and adjustirents, and other minor servicing adiviti es, whch
take plce during normal operdions, are not coverel if they are routine, repetitiv e,
and integral to theuseof the equipment, provided that the wak is performed using
altemative measures which provide effedive protedion.

. This Policy does not apply to work on cord and plug conneded eledric equipment

for which exposue to the hazards of unexpeded energization or startup of the
equipment are controlled by the unplugging of the equipment from the energy
souce and by the plugbeing under the exclusive control of the employee
performing theserwvicing or maintenance.



E.

LFCC shall review and updite this Policy as appropriate.

1. ThisPolicy shall be communcaed toall personrel that are affeded byit.
2. Administation and enforcement of this Policy is theresponsibility of the
Buildings & GroundsSupervisor.

10.2 PROGRAM IMPLEME NTATION

10.3

A.

Employees shall use procedures described heran for affixing appropriate
lockout/tagout devices to energy isolating devices, and for disabling machines or
equipment to prevent urexpeded energization, start-up orreleaseof stared enemy.

Lockout: If an energy isolating device is cgpable of being locked out, use an
appropriate lockout device, unlessit can be demonstated that tagout device will
providefull employee protedion.

Tagout: If an energy isolating device is not cgpable of being locked out, usea
tagout g/stem.

. Future Requirements: Whenever replacanent or major repair, renovetion or

modificaion of amadineor equipment is performed, and whenever new macdines
or equipment are instaled, energy isolating devices for such macdines or
equipment shell be designed to accept alockout device.

FuLL EMPLOYEE PROTECTION

A. When a tagout device is used on an energy isolating device which is cagpable of

being locked out, the gout device shall be attached at the sme lacation that the
lockout device would have been attached.

No lockout/tagout isrequired under thefollowing conditions:

1. Themadine or equipment has no potential for stared or residual energy
or reacamulation of staed energy which could endanger employees after
shutdown.

2. The madine or equipment has a single energy souce, which can be
readily identified and isobted.

3. Theisolation and locking out of the energy souce will completely deenergize
and deadivate the machine or equipment.

4. Themadhine or equipment is isolated from the energy souce and locked
out duing servicing or maintenance.

5. Thesewicing or maintenance does notcrede hazardsfor other employees.



10.4 ENERGY CONTROL PROCEDURES

10.5

A. The lockout/tagout procedures for ead machine and piece of equipment shall

outline thescope, purpose, authaization, rules, and tedhniques to be utilized for
the control of hazardousenergy, and the meansto enforce compliance including,
without limitation, thefollowing:

1. A sttement of theintended useof the procedure.

2. Procedures for shutting down,isolating, blocking and seauring machines or
equipment to control hazardousenergy (manufactur esre@mmendationsshall
befollowed whenever possibe).

3. Procedures for the placanent, removal and trander of lockout/tagout devices
and theperson(s) responsiblefor implementing the procedures.

4. Requirements for testing a machine or piece of equipment in order to verify
the effediveness oflockout/tagout devices and other energy control measures.

. Lockouttagout proceduredor specificmachinesand piecesof equipment

areincluded in Appendix E of this Manual.

PROTECTIVE MATERIALS& HARDWARE

A. Appropriatelockout/tagoutdevicesshallbeprovidedfor isolating,

securingor blocking of madines or equipment from energy souces based on
theindividual machine/equipment procedures.

. Lockout/tagout devices shall be singularly identified, shell be the only devices(s)

used for controlling enemy, shall notbeused for other purposes, and shall comply
with thefollowing:

1. Lockout/tagout devices shell be cgpable of withstanding theenvironment in
which they will be used for the maximum period of time that exposue is
expeded.

2. Tagout ckvices slall be fabricaed and printed so tlat exposue to weaher
conditionsor wet and damp locaionswill not causethetag to deteriorate or
the message on thetag to becomeill egible.

3. Tagout devices shall not deteriorate when used in corrosive environments such
as area where add and alkali chemicds are handled and staed.

. Lockout/tagout devices shall be standardized within ead fadlity using at lesstone

of thefollowing criteria: color, shape or size. Additionally, in thecaseof tagout
devices, gint and format shall be standardized.

. Lockout devices shall be subséntial enough to prevent their removal without the

use ofexcessiveforce or unuswal tedniques.



10.6

E. Tagout devices, including their means of attachment, shall be subsintial enough
to prevent inadvertent or acadental removal. Means of attachment stell be non
reusable, attachable by hand, self-locking and nonreleasable; and shall conform
to the general design and basic charaderistics of a one-piece al-environment-
tolerant nylon cable tie.

F. Lockout/tagout devices shall indicae the iantity of the employee applyingthe
device

G. Tagout devices shall wam against hazardous conditionsthat may occur if the
madhine orequipment isenergized and stall includealegend sich as thefollowing:

Do NotStart, Do Not On, Do NotClose, Do Not Erergize, Do Not Operae.

TRAINING

A. LFCC shal provide training to ensue that the purpose and function of the
Lockout/Tagout Policy are understoodand that the knowledge and skills required
for the safe application, usage and removal of the energy controls are aajuired by
employees. Training shall includethefollowing:

1.

Each authaized employee shall receve training in the reagnition of
applicable hezardous energy souces, the type and magnitude of the energy
avail able in the wakplace and themethodsand means recessary for energy
isolation and control.

Each affeded employee shall be instructed in the purposeand use of the
energy control procedure.

All other employees who work in an area where energy control procedures
are utilized, shell be instructed regarding the procedures and the prohibitions
related to attemptsto restart or reenergize madines or equipment which are
locked or tagged out.

B. When tagout systems are used, employees shall be made aware of the following
limitations oftags:

1.

2.

Tags are waming devices affixed to energy isolating devices, and do not
provide thesame physicd restraint on thosadevices thet locks do.

A tag which is attached to an energy isolating device shall not be removed
without autharization of the person responsiblefor it, and it shell never be
bypassed, ignored, orothemwisedefeded.

Nonlegible or missing tags shall be reported to the Buildings &
GroundsSupervisorimmediately.

C. LFCCshdl cettify that training of employees has been acoomplished and is being
keptuptodate Thecertificationshallcontaineache mp | o yaeneadddates
of training.



10.7  APPLICATION OF CONTROL

A. Thelockout/tagout procedures stall includethefollowing elements:

1. Lockout/tagout shall be performed only by the authaized employees who
are performing the servicing or maintenance

2. Affected employees shall be notfied of the applicaion and removal of
lockout/tagout devices. Notification shall be given before the controls are
applied, and after they are remowved.

3. Before an autharized or affeded employee turns off a machine or equipment,
the employee shell have knowledge of the type and magnitude of energy
involved, the hazards of the energy to be controlled, and the method or
means to control the enemy.

4. Themacdine or equipment shall be turned off or shut down using the
procedures established for that speafic madine or equipment. An orderly
shutdownshell be ugd in order to avoid any additional or increaed
hazard(s) to employees as aresult ofthe equipment stopage.

5. All energy isolating devices that are needed to control the energy to the
madhine or equipment shall be physicaly locaed and operaed in suwch a
manner as to isokte themadine or equipment from theenergy souce().

B. Lockout Device Applicéaion: Lockout devices shell be affixed to eat energy
isolating device in amanner that will hold the energy isolating devices in a"safe"’
or "off" position.

C. Tagout Device Application: Tagout devices shell be affixed in a manner that
cleaty indicaes that the operaion or movement of energy isolating devices from
thefisa f er foff O position is pohibited.

1. Where tagout devices are used with energy isolating devices designed with
thecapability of being locked, thetag attachment shall befastened at the same
pointat which thelock would have been attached.

2. Where a tag cannot be affixed diredly to the energy isolating device, the tag
shell be locaed as closeas safdy possibleto the device in apositionthat will
be imnediately obvious toanyoneattemptingto operde thedevice

D. Stored Energy.  Following the applicationof lockouttagout devicesto
energyisolating devices, al potentially hazardousstared or residual energy shall
berelieved, disconreded orrestrained.

1. If there is a possibility of reacamulation of stared energy to a hazardous
level, verficaion of isolation shall be continued until the sewvicing or
maintenance is completed, or until the possibility of such acamulation no
longer exists.



E.

Veiificaion of Isolation: Prior to starting work on machines or equipment that
have keen locked out or tagged out, the autharized employee shall verify that
isolation and deenergization of themadineor equipment have been acomplisied.

10.8 RLEASEFROM LOCKOUT/TAGOUT

A.

Before lockout/tagout devices are removed and energy is restared to the machine
or piece of equipment, theautharized employee shell verify thefollowing:

1. That noresential items have been removed from thework area.

2. Tret themadhineor equipment comporentsare operdionaly intad.

3. That all employees have been safdy positiored orremoved from thework
area

. After the lackout/tagout device hes been removed and before the nachine or peee

of equipment is started, affeded employees shall be notfied that the lackout/tagout
device has been removed.

The lockout/tagout device shall be removed from the energy isolating device by
the employee who applied thedevice

1. When the authaized employee whoapplied the lackout/tagout device is not
avail able to removeit, that device may beremoved under the diredion of the
Buildings & GroundsSupervisor.

10.9 TESTING OF MACHINES, EQUIPMENT, OR COMPONENTS

A.

In situations that require the lockout/tagout device to be tempararly removed
from theenemyy isolating device sothat themacdhineor equipment can beenergized
for testing orto positionthe madine or equipment, thefollowing procedures shall
be usd:

1. Clea themadineor equipment of toolsand neterials.

2. Removeemployees from themadineor equipment area.

3. Remove the lockout/tagout device as spedfied in the individual equipment
procedures.

4. Erergize and proceal with testingor positionirg.

5. Deenergize al systems and regoply energy control measures in ac®rdance
with equipment procedures and continuethe servicing and/or maintenance

10.10 MN-LFCC PERSONNEL (CONTRACTORS, ETC.)

A.

Whenever outside serwvicing personrel are engaged in adivities covered by
this Policy, LFCC and the contrador shell coordinate with ead other regarduing
their respedive lockout/tagout procedures.



B.

Each contrador shall ensue that their employees understand and comply with
therestrictionsand prohibitions ofthe contrador sGenergy control program.

10.11 GROUPLOCKOUT/TAGOUT

A.

B.

When servicing and/or maintenance is performed by a group or teanm,
procedures which afford a level of protedion which is equivaent to that
provided by anindividual lockout/tagout device shall be utilized.
Grouplockout/tagout devices shall be employed in acordance with theprocedures
govemingindividual devices and with thefollowing requirements:

1. An authorized employestsll be responsiblefor a set numberof employees
working under the protedion of agroup lackout/tagout cevice.

2. Provision for the autharized employee to asceftain the exposue status
of individual group members with regard to the lackout/tagout of the nadine
or equipment shall be made.

3. When more than onecrew or tean is involved, an authaized employee shall
be responsiblefor overdl job-assaiated lockout/tagout control and stall
cooardinate affeded wark forces and ensure continuity of protedion.

4. Eacd authorized employestall affix a persordl lockout'tagout device to the
energy control device when he or shebegins wak, and stall remove those
devices when their work is complete.

10.12 [EFINITIONS

A.

Affected Employee An employee whosejob requires him/her to operae or use
a madine or equipment on which servicing or maintenance is being performed
under lockout or tagout, or whose jolrequires him/her to work in an area inwhich
sweh f1vicing or maintenance is being performed.

Authorized Employee A personwho locks out or tags out machines or equipment
in order to perform serwicing or maintenance onthat macine orequipment. An
affeded employee becomes an autharized employee when that employe e duties
include performing servicing or maintenance covered uncer this ®dion.

Capable of Being Locked Out: An energy isolating device is cgpable of being
locked outif it has a hasp or other means of attachment to which, or through
which, a lock can be affixed, or it has a locking medhanism built into it. Other
energy isolating devices are cagpable of being locked out, if lockout can be
adieved without the need to dismentle, rebuild, or replace the energy isolating
device or pemanently alter its energy control capability.

. Energized: Conreded toan energy souce or containing residual or stared energy.



. Energy IsolatingDevice A mechanicaldevicethatphysicallyprevents
the transmission oreleaseof energy, including but not limied to thefollowing:

1. A menually operaed eledricd circuit bregker.

2. A digonred switch.

3. A manually operaed switch by which the condictors of a circuit can be
disconreded from all ungrounded supply condictors, and, in addition, no
polecan beoperaed independently.

A linevalve; ablock; and any similar device used to black orisolate energy.
Push buttons, seledor switches and other control circuit type devices are
not energy isolating devices.

o bk

. Erergy Source Any souce of éedricd, medanicd, hydraulic, preumeatic,
chemicd, themal, or other enery.

. HotTap: A procedure used in the repair, maintenance and services adiviti es
which involves welding ona piece of equipment (pipeline, vessl, or tank) under
pressue, in order to install conredions or appurtenances. It is commonly ugd to
replace or add sdions of pipeline without the inermuption of sewvice for air, gas,
water, steam, and petrochemicd distribution g/stems.

. Lockout: The placenent of a lockout device on an energy isolating device
in acordance with an established procedure, ensuing that the energy isolating
device and the equipment being controlled cannot be operaed until the lackout
device isremowved.

Lockout Device A device that utilizes a positivemeanssuch as alock, either key
or combiration type, to hold an energy isolating device in a safe position and
prevent the energizing of a madhine orequipment. Included are blank flanges and
bolted slip blinds.

Normal Production Operdions: The utilization of a madine or equipment to
perform its ineended production function.

. Sewicing and/or Maintenance  Workplace adivities such as constucting,
installing, setting up, adjusting, inspeding, modifying, and maintaining and/or
servicing madines or equipment. These adiviti es include lubricaion, cleaning
or unjamming ofmaaines or equipment and making adjustrrents or tool changes,
where theemployee may be exposd to the unexpeded energization or startup of
the equipment orreleaseof hazardousenery.

. Setting Up: Any work performed to prepare a machine or equipment to perform
its namal production operdion.



M. Tagout: The placenent of a tagout device on an energy isolating device in

acordance with an established procedure, to indicate that the energy isolating
device and the equipment being controlled may not be operaed until the tagout
device is removed.

Tagout Device A prominent waming device, swch as a tag and a means
of attachment, which can be seaurely fastened to an energy isolating device
in acordance with an established procedure, to indicate that the energy isolating
deviceand the equipment being controlled may not be operaed until the tagout
device is removed

SECTION 11: SLIPS, TRIPS & FALLS SAFETY PROGRAM

11.1 SLIPS, TRIPS& FALL S- GENERAL

11.2

This Slips, Trips, & Fdls Safety Programsheall be administered bythe Office of
Human Resourcklanagemenaénd stall be reviewed and updited as appropriate.

HOUSEKEEPING POLI CY

A.

All offices, work stations, work area, passageways, starerooms, restrooms,
and ®rvicerooms shll be kept clean, ardeily, sanitary, and free of known rezards.

All floors stall be maintained in aclean, arderly and, sofar as possibd, dry
condition.C. Sufficient illumination shell be provided in al area. Lighting
deficiencies shall bereported to theBuildings & Groundsfor corredion.

Eadch employee shall be responsiblefor maintaining their immediate work area
in a clean and ordedy manner, and for notifying the Buildings & Groundsof
conditions wheh are beyond their control.

Supervisors shall ensue thet madines and equipment under their control are
propedy maintained.

All walls shell be painted, and maintained in aclean and adedy manrer.

1. Postings shall be confined to bulktin boardsand other appropriate ares.

. Emergency exits shell be kept free of obstdes at all times. Any employee who

finds an emergency door blocked shall immediately report the condition to the
Buildings & Grounds Supervisor for corredion. Exit lights and signs shall
be maintained in proper condition a al times, and immediately reported if
deficient.

Non-hazardousspills shell be contained and resolvedimmediately.



11.3 ASLESAND PASSAGEWAYS

11.4

115

11.6

A.

B.

Where medanicd handling equipment, such as tow motass, are used, suficient
safe clearances shall be maintained for aisles at loading dacks, through doaways
and wherever turns or passage mustbe made. Aisles and passageways shall be
kept clearwith no obstuction that could crede a hazard acioss orin theaisles.
Pemanent aisles and passageways stall be appropriately marked.

GOVERSAND GUARDRAIL S

Covers and/or guardrails shell be provided to proted personrel from the hazards of
open pits, Bnks, \ats, dithes, etc.

GUARDING FLOOR AND WALL OPENINGS& HOLES

A.

Stairway floor openings shall be guarded by a standard railings. Railings shall
be povided onall exposed sides (except at entrances to sairways).

. Laddemway floor openings or platforms shall be guarded by a standard railing with

standard toeboards on all exposed sides (except at the entrance to the opening),
with the passage through therailing either provided with a gate or off set sothat a
personcannot walk diredly into theopening.

Temparary floor openings stall have standard railings, orshall be consantly
attended.

DEFINITI ONS

A.

Floor Hole: An opening measuring lessthan 12 inches but more than 1 inch in
its least dimension, in any floor, platform, pavement, or yard, through which
materials but not grsons nay fall; such as abelt hole, pipeopening, orslot opgening.

Floor Opening: An opening measuring 12inches or more in its least dimension,
in any floor, platform, pavement, or yard through which personsmay fall; such as
a hetchway, stair or ladder opening, pit, or large manhole. Floor openings occupied
by elevators, dumb vaiters, conveyors, madinery, or containers are excluded.

Handrail: A single bar or pipe suppated on bradets from awall or pattition, as
ona skirway or ramp, tofurnish persons with éhandhold incaseof tripping.

Platform: A working space for persons,elevated above the suroundingfloor
or ground; seh as abalcony or platform for the operaion of madinery and
equipment.



E. Runway: A passageway for persons,elevated above the suroundingfloor or
ground kvel, such as afootwalk along shafting or awalkway between buildings.

F. Standard Railing: A vetticd barrier ereded alongexposed edges of afloor opening,
wall opening, ramp, pktform, orrunway to prevent falls of persons.

G. Standad Strength and Constuction: Any constuction of railings, covers, or
other guards thet meds therequirements 0f29 CFR 1910.23.

H. Star Ralling: A verticd barrer ereded along exposed sides of a stairway to
prevent falls of persons.

I. Toeboard: A verticd barier at floor level ereded along exposed edges of a
floor opening, wall opening, platform, runway, orramp to peventfalls of materals.

J. Wall Hole An opening less than 30 inches but more than 1 inch high, of
unrestricted width, inany wall or pattition; swch as aventilation holeor drainage

SCUpFET.

K. Wall Opening: An opening at least 30 inches high and 18 inches wide, in any wall
or partition, through which personsmay fall; such as ayard-arm doarway or chute

opening.
SECTION 12: HIGH RISK INSTRUCTIONAL PROGRAM S

A. GENERAL

To document policies, procedures and best practices for High Risk Instructional
Programs, addressing student supervision in labs, instructor currency, written safety
manuals, guidelines for personal projects, safety components in instructor evaluations,
security of labs, and use of labs for norstructional purposes, and lab organization and
cleanliness.

B. Scopre

This procedure applies to all high risk instructional academic and workforce
development programs at all Lord Fairfax Community College (LFCC) locations that
put students in a learning environment that can cause immediate, grievous, and unique

bodily harm.

C. OVErviEw: Chancel |l or6s Memo for High Risk Inst
2014

Based on the conclusions of a VCCS Internal Safety Audit conducted in March 2014,

the Chancellor issued a memo stating fAEac
prograns put students at risk of O6i mmedi at e,
addition, colleges were instructed to ACr

student supervision in labs, instructor currency, written safety manuals, guidelines for



personal projects, safety components in instructor evaluations, security of labs, use of
labsfornoA nstructi onal purposes, and | ab orga

The following procedures have been established by LFCC to ensure that best practices
for High Risk Instructional Programs are identified and addressed. A High Risk
Instructional Program is defined as any program that puts students in a learning
environment that can cause immediate, grievous, and unique bodily harm.

As of February 2015, the followy programs at LFCC have been identified as high
risk:

1 Associate of Science (chemistry and biology labs)

1 Industrial Maintenance Tech Basic Career Studies Certificate (welding and electrical
labs)

71 Industrial Maintenance Tech Intermediate Career StudieffiCate & Multi-Craft
Technician (Workforce Solutions) (welding and electrical lab components)

i HVAC Career Studies Certificate and Workforce Solutions
1 Welding (Workforce Solutions)

1 Plumbing (Workforce Solutions)lab component

12.1 SUPERVISION OF STUDENTS IN LABS

Instructors of High Risk Instructional Programs shall manage supervision of students in
labs according to these procedures. Appropriate supervision of students is necessary to
ensure safe procedures are practiced to prevent accidents andtal iesmediately in

case of an accident. In certain circumstances, students will work under the supervision
of college personnel, such as lab technicians.

If a student needs additional time on equipment to perform work, the instructor shall be
present to @pervise.

If the instructor must leave the lab for any reason during class time, students shall stop
working and power down equipment. Any exceptions shall be documented and have
approval from the dean or director of the program.

12.2 INSTRUCTORS SHOULD STAY CURRENT IN THEIR INDUSTRY

Instructors of industrial technology and science programs are encouraged to stay
current with the latest practices and requirements related to safety. Options available to
achieve this goal include, without limitation, tfudlowing:

1. Obtain certification through professional organizations, when available.

2. Participate in continuing professional education.



3. Read and study textbooks that are written or endorsed by industry organizations.
4. Maintain a business related to the piog the instructor is teaching.
5. Utilize advisory councils for support and information

12.3 SAFETY IN LABS AND CLASSROOMS

LFCC provides these written procedures related to safety in labs and classrooms. Lab
safety protocols shall be current and shalldi®Wwed by instructors, staff, and students
to establish class rules and set expectations.

Procedures based on industry standards may not be sufficient. Safety standards
promulgated by OSHA and other standasdtting bodies are designed for experienced
professionals; therefore, these standards may not be adequate for inexperienced
students. For example, while industry standards only require nonflammable clothing
while welding, colleges should consider requiring welding smocks or aprons to further
protect sudents. Additionally, industry standards do not forbid welding or machining
while alone, but students should not be left unsupervised in the labs.

12.4 PERSONAL PROJECTS IN LABS

Personal projects shall only be allowed during the course of the seméstar ulse
provides a learning experience to the entire class and does not benefit one individual
person.

12.5 SAFETY REQUIREMENTS IN INSTRUCTOR EVALUATION FORMS

LFCC shall incorporate safety components in the evaluation of instructors and/or in
studentevaluations of instructors. Instructors should be evaluated on whether they are
teaching and practicing current, appropriate safety standards, as well as receiving
current professional training in their field.

12.6 CLASSROOM AND LAB RuULES OF BEHAVIOR

LFCC shall require all students in High Risk Instructional Programs to sign a Code of
Conduct (see Appendix A: Code of Conduct for Safety in Labs), which lists rules of
behavior for students and indicates that they will follow and practice all safety policies
taught in class.

The Code of Conduct shall include requirements related to student behavior in general
and be consistent with existing college policies.

12.7 INSTRUCTORS SHALL BE FAMILIAR WITH EMERGENCY EQUIPMENT

Instructors in High Risk Instructional Rp@ams shall be familiar with emergency
equipment used in their labs and be proficient in the use of that emergency equipment.



12.8

12.9

12.10

12.11

12.12

12.13

12.14

12.15

STUDENTS SHALL PASSA SAFETY TEST BEFORE WORKING IN LABS

Students in High Risk Instructional Programs are requir@ass safety tests before
working in labs. If possible, safety tests shall be based on those issued by industry
governing bodies or professional organizations.

UTILIZE ADVISORY COUNCILS TO EXAMINE SAFETY -RELATED TOPICS

LFCC shall require active inveément of advisory councils for High Risk Instructional
Programs. Advisory councils shall meet at least annually, shall provide input on
curriculum, and shall discuss safety topics seen in current industry.

STUDENTS SHALL RECEIVE EMERGENCY TRAINING

In order to reduce the likelihood of confusion and panic during extreme situations,
LFCC shall require the inclusion of student emergency training and awareness in
classes with specific risks of fire, electrocution, or injury.

Students shall be trained the use of fire blankets, fire extinguishers, emergency kill
switches, and other emergency response equipment. Instructors may also include basic
first aid and use of an AED if such training is appropriate for a particular class.

STRESSIMPORTANCE OF SAFETY IN SYLLABI

Syllabi for all High Risk Instructional Programs shall indicate that safety is an
important component of the course. Furthermore, the syllabi shall indicate where safety
standards originate, such as professional organizations aathgaybodies.

INCLUDE A LISTING OF ALL SAFETY EQUIPMENT IN COURSE SYLLABI

Requirements for use of safety equipment and PPE shall be listed in the Code of
Conduct and/or syllabi for High Risk Instructional Programs. The Code of Conduct and
the sylldus, where appropriate, should also detail which equipment is required and
which equipment is recommended but not required.

LABS SHALL BE CLEAN AND ORGANIZED AND DISPLAY SAFETY SIGNAGE

All labs shall be kept organized, neat, and clégpropriatesafety signage shall be
displayed.

REQUIRE EQUIPMENT INSPECTIONS

Instructors for all High Risk Instructional Programs shall inspect equipment before the
start of the semester to detect problems and ensure sal@ogsenentation of

inspections shhbe kept in order to track timing of inspections and necessary
maintenance.

ENFORCE PRACTICES WRITTEN IN COURSE SYLLABUS

Instructors for all High Risk Instructional Programs shall enforce practices written in
the Code of Conduct and/or syllabus.






APPENDIX A: BUILDING SAFETY CHECKL IST






Area of
Inspection:

Safety Item

X

Campus:

Comments

No burned out bulbs

No Tripping hazards such as defective
tiles, boards, or carpet

All Facilities and machines in good
working condition.

All Item storage space is adequate. Boxes
are not stacked too high or too tight and
are clearly labeled with their contents.

No Spills and fallen debris present.

Electrical cords and phone cords do not
cross walkways or otherwise pose a
tripping hazard

All office chemicals are clearly labeled
and stored properly

All office furnishings arranged in a manner
that provides unobstructed areas for
movement

All stairs, steps, flooring, and carpeting
are well maintained

All Glass doors/window doors have some
type of marking to keep people from
walking through them




All floor height differentials clearly marked

Throw rugs and mats are secured to
prevent slipping hazards

Wastebaskets or other objects are not in
walkways

Exits are not blocked

Filing cabinets/drawers cannot easily be
pulled clear of the cabinet

Ventilation grates are not blocked with file
cabinets

Filing cabinet drawers closed and not left
opened

Heavy objects are not on top of file
cabinets and bottom drawers are full for
stability

At least 18 inches are between the top
shelf items and the ceiling

All desks are in good condition (i.e., free
from sharp edges, nails, etc.)

No desks are blocking exits or
passageways

All seating is in good working condition
(no broken rollers, stable back support)

All chairs not in area to roll over electrical
cords

Any electrical equipment/small appliances
do not pose an overload hazard

Date:

Inspection Completed By:










APPENDIX B: HEPATITISB VACCINE
DECLIN ATION STATEMENT



HEPATITIS BVACCINE DECLINATION STATEMENT

This Form mustbefill ed outwhen an employee whois €ligible for the Hepatitis B vacane deddes not
to have thevacanation. The completed form shouldbe gaced in the employee $records and retained
for theduration of their employment plus thity (30) yeas.

| understand that due to my occupational exposureto blood or other potentialy infedious
matenas | may be at risk of acquiring Hepatitis B virus (HBV) infedion. | have been given the
oppatunity to be vacdnated with Hepatitis B vacdne, a no charge to myself. However, |
dedine Hepatitis B vaccination at this time | understand that bydeclining this vaccine] continue
to be at risk of aquiring Hepatitis B, a serious disease. If in the future | continue to have
occupational exposure to blood or other potentially infedious materials and | want to be vacanated
with Hepatitis B vaccine, | can receive thevacdnation sries at no chargeto me.

Theemployee should dte, print and sgn their name:

Date

Type/Print

Signature




APPENDIX C. EMPLOYEE INJURY REPORT






Incident Investigation Report

Instructions: Complete ths formas sooras ssille after arincident that resilts in seriaus injury or illness.
(Optioral: Use toinvestigate a miror injury or neamiss thatcould haveresultedin a seriousinjury or illness.)

Thisisareportofa { Death { Lost Time { Dr.VisitOnly { FirstAid Only { Near Miss

Date ofincident: This report is madby: { Employee { Supevisor { Tean { Other

1: Inj ured employee(completethis part for eachinjured employee

Name: Sex: { Male { Female Age:
Deparment Jobtitle at time of incident:
Pat of body affected(shede all thet apply’ Natureof injury: (mog This employee waks:
serpus one) { Regubr full time
{ Abrasion, scrapes { Regllar part time
{ Amputation { Seasonal
{ Broken bone { Temporary
{ Bruise Months with
{ Burn (heat) this employel
{ Burn (chemical) i
{ Corcussion (tathe hed) | Monthsdoing
{ Crushing Injury this job:
{ Cut, lacestion, puncture
{ Hernia
{ liness

{ Spran, stain
{ Damage to a body syste
{ Other

Step?2: Describethe incident

Exact location of the incident: Exact tme:

What part of enployeds workday?  { Enteringor leaving work { Doing nomal work actvities
{ During mealperiod { During break { Working overtime  { Other

Names of witnesss (if any):




