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The City of Menasha is committed to providing a safe and hazard free work place for all 
employees. At the same time, it is expected that employees shall, as a condition of continued 
employment, abide by these established standards. 
 
These rules are intended to specify the general standards by which employees shall perform 
their jobs. However, these rules are not exhaustive and individual department rules may apply. 
Violation of safety rules or standards will result in disciplinary action. Recommendations or 
suggestions regarding the addition or modification of these safety rules should be made to your 
supervisor.  
 
Management reserves the right in its discretion to supplement, alter, modify, amend or rescind 
rules as necessary. It is not intended that these rules will modify or amend, any work rules. Any 
grievance arising out of the discharge, disciplinary action and/or interpretation of these rules 
are subject to the discipline and Grievance procedure for the City of Menasha.  
 
These rules were developed and apply to employees at all levels of employment. The intent was 
to develop rules that were in compliance with applicable local, state and federal workplace 
safety regulations which help ensure the safest possible work place. Success of this safety 
program depends upon the continued cooperation of employees and administration.  
 
Dated this _____ day of ______ 2012.  
  
 

AN AFFIRMATIVE ACTION EMPLOYER  
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SAFETY COMMITTEES 
 
Departmental safety committees shall be organized and maintained within the City of Menasha. 
Each committee shall be made up of a combination of management and line personnel. The City 
Attorney shall be considered part of each committee and informed of all meetings and provided 
minutes. Meetings shall be maintained formal with set agendas and maintained minutes. 
Committees shall meet monthly unless approved to meet at a different frequency not to exceed 
every other month.  
 
The primary function of each committee will be as follows:  
 

A. Discussion of safety and health issues unique to the department(s) which comprise the 
particular committee 

B. Reported injuries will be reviewed to determine how the issue could have been avoided.  
C. Evaluation of department(s) safety and health programs.  
D. Dissemination of occupational safety and health information to employees 
E. Identify training needs 
F. Organize training sessions conducted in-house by Safety Coordinator, CVMIC or 3rd 

Party.  
G. Other safety, health and/or loss prevention duties as needed.  

 
City of Menasha Safety Committees:  
 

A. Department of Public Works and Parks (DPW, Parks, Engineering)  
B. City Hall (Health, City Hall, Library)  
C. Police Department  
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GENERAL SAFETY RULES 
 

1.01 EMPLOYEE RESPONSIBILITY  
 
Each employee is responsible for performing their job with every possible regard for 
their own safety and for the rights and safety of others and for compliance with all 
applicable Federal, State and Local safety standards that apply to the performance of 
their job. All employees, regardless of position, are, as a condition of employment, 
required to obey all safety rules and general safe work practices that are set forth by 
these rules and other practices as directed. These general rules are intended to be in 
conjunction with specific department rules. These rules shall be strictly enforced.  
 

1.02 MANAGEMENT RESPONSIBILITY  
 
The Health Department shall have the responsibility for the City of Menasha Safety 
Program. The Public Health Director shall be responsible for preparing and 
administering the Safety Committee Budget. The Public Health Director has the 
authority to request input from the safety committee members as he/she deems 
necessary. It is the responsibility of the Public Health Director to appoint a City Safety 
Coordinator.  
 
The Safety Coordinator shall be responsible for:  

A. Coordinating safety program discussions with all City Departments. 
B. Coordinating and managing discussions, pricing and scheduling issues 

related to the presentation of safety training.  
C. Coordinating and managing the development of the recommended 

policies, procedures and standard operating guidelines for the safety 
program.  

D. Facilitating the safety poster review and utilization plan.  
E. Coordinating the long range training plan for the safety program.  
F. Maintain all safety training records in an electronic format available to all 

Department Heads at all times.  
G. Coordinating and managing safety committee meetings.  

 
 

Each Department Head and Supervisor is responsible for the safety of 
work under their direction. This shall include, but not be limited to, the 
following:  

A. Providing employees with a safe working environment. 
B. Ensuring compliance and enforcing all applicable Federal, State and Local 

safety standards within their department in a consistent and fair manner.  
C. Ensuring that employees receive proper instructions for the safe 

performance of their jobs. This includes safety orientation for new and 
transferred employees.  

D. Ensuring that employees perform their job with regard for their own 
safety, the safety of co-workers and the safety of the public.  

 
 

Page 10 of 158



1.03 HORSEPLAY  
   
 Horseplay, of any kind is prohibited.  
 
1.04 SMOKING   
 
 No person shall smoke in any City-owned building or vehicle unless in a designated   
 area (per City Ordinance 0-2-93).  

 
1.05 POWER TOOLS AND EQUIPMENT  
 
 All power tools and equipment shall be shut off when unattended or not in use.  

 
1.06 REPORTING DAMAGE OR PROBLEMS WITH TOOLS AND EQUIPMENT 

 
 Report to your supervisor immediately if tools, vehicles, equipment or machinery you are    
    required to operate is not working properly. Employees shall be held accountable for    
    damage to tools, equipment, vehicles, etc. that result from misuse, negligent operation,   
    intentional damage, abuse, failing to report problems, etc.  

 
1.07 WEARING APPAREL AND JEWELRY 
 

 Standards for wearing apparel and jewelry shall be consistent with City policies and   
    the requirements of the job. (Refer to sections 3.02 and 3.14).  

 
1.08      ALCOHOLIC BEVERAGES AND CONTROLLED SUBSTANCES 
 

The drinking of alcoholic beverages of any kind during working hours is prohibited. No 
employee shall report for work under the influence of alcohol or controlled substances as 
defined by Chapter 161 of the Wisconsin State Statutes. If an individual’s ability to perform 
his/her job has been impaired, he/she may be disciplined or sent home without pay. 
Undercover Police Department operations will follow specific Police Department Policy 
related to this issue.  

 
1.09     REPORTING ACCIDENTS/INJURIES 
 

All accidents involving City equipment and all personal injuries, however small, shall 
be reported immediately to your supervisor who shall notify the Personnel 
Department. In addition, within 24 hours (next business day for weekends, and 
holidays) the appropriate Accident and Injury Report Form must be completed and 
forwarded to the Personnel Department. This reporting requirement is done to meet 
Federal, State recording requirements, and for the employee’s protection. Accidents 
not reported within a specific period of time may not be compensable under the 
Worker’s Compensation Act. Contact your supervisor if you are unsure of how to 
complete the required report or need a form. Your supervisor will complete the form 
if you are medically unable.  
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1.10     WORKING IN THE STREET 
 

When working in the street, always wear ANSI compliant high visibility clothing 
(Comm 32.39(1)); use the warning lights mounted on vehicles or equipment. Police 
shall follow their policy related to wearing high visibility clothing while in the right of 
way. Barricades which are used at night must have an operable flashing or steady 
burn light which is turned on.  

 
1.11      VEHICLE AND EQUIPMENT OPERATION 
 

All individuals who operate vehicles or equipment on a public roadway shall possess 
a valid Wisconsin Operator’s license and an endorsement or certification that may be 
required for certain types of vehicles or classifications of employment. This license 
must be carried on your person at all times when working. In the event an 
employee’s driving privileges are suspended or revoked, he/she shall immediately 
inform his/her supervisor.  Such employees are prohibited from using any vehicle or 
equipment until such time as their license is restored. “Immediately” shall be 
interpreted to mean not later than the beginning of the next work day.  

 
1.12      DISPUTE RESOLUTION  
 

In the event a dispute should arise concerning safety, the Public Health Director and 
City Attorney/Personnel Director shall be the final deciding authority.  

 
1.13       RADIO/STEREO HEADPHONES  
 
 No radio/stereo headphones or earphones shall be worn when operating any vehicle  
                    or equipment or at any other time while working.  

 
1.14            PROTECTING THE PUBLIC  
 
                    The public shall be kept away from all work areas that could expose them to a   
                    hazard. 
 
1.15            FLOATATION DEVICES 
 
                    Coast Guard approved floatation devices shall be worn at all times while working    
                    over water or operating any type of watercraft. Police Department employees are   
                    exempt when following department specific policies relating to assisting with arrests  
                    on the water or working with the County boat patrol.  

 
1.16            EXPOSURE TO HUMAN BLOOD AND BODY FLUIDS 
 

                              Any employee exposed to human blood, body fluids or other potentially infectious 
materials must immediately report the incident to their supervisor. Employees whose 
duties involve exposure to human blood, body fluids or potentially infectious 
materials are required to use personal protective equipment as required by the City 
Exposure Control Plan, Bloodborne Pathogen Program and DOC regulations.  
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HOUSEKEEPING 
 

2.01 WORK AREA 
  
 It is the responsibility of each employee to keep his/her work area neat and clean 

and to return all tools, equipment, and material to the proper storage location.  
 
2.02 FLOORS & AISLE 
 
 All floors, aisles, and work and storage spaces shall be kept clean and orderly. Any 

object that would present a trip/fall hazard, such as electrical cords, boxes, etc. shall 
be properly stored, secured, etc. Marked walkways shall be provided in storage areas 
and shall not be used for storage.  

 
2.03 SPILLS/WET FLOORS 
 
 Any substance spilled or observed on the floor that would cause the floor to become 

slippery or create a trip hazard shall be cleaned up immediately. When floors become 
wet as a result of weather conditions or cleaning activity “wet floor” signs shall be 
placed to warn employees and the public.  

 
2.04  RAG STORAGE 
 
 Oily and greasy rags shall be stored in an approved covered metal container provided 

for that purpose.  
 
2.05 COMPRESSED AIR 

 
 Compressed air shall not be used for cleaning purposes except where reduced to less 

than 30 PSI and then only with effective chip guarding and personal protective 
equipment. Compressed air shall never be used to clean oneself.  

 
 
 

TOOLS AND EQUIPMENT 
 

           3.01 GENERAL RESPONSIBILITIES 
 
 It is important to keep all tools and equipment in good working condition. Employees 

shall inspect all tools and equipment prior to use and report any damaged or 
defective tools to their supervisor immediately. Always use the right tool for the job 
and use each tool only for that which it is intended.  
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3.02 MAINTENANCE/REPAIR 
 

 When performing maintenance or repair functions, use only properly insulated tools, 
remove all jewelry and shut off the power, if possible, when working around 
energized electrical circuits or equipment. All work shall be performed consistent 
with the City’s Lockout/Tagout policy.  

 
3.03            GRINDER OPERATION  
 
                    When operating a grinder: 

A. No wheel shall be operated without properly installed guards.  
B. The top (tongue) guard should be adjusted to within ¼ inch of the grinding 

wheel. The tool rest shall be adjusted to within 1/8 of an inch of the wheel, 
but no adjustment shall be made while the wheel is in motion.  

C. Grinding on the flat side of the wheel is prohibited.  
D. Out-of-round wheels shall be dressed before use.  
E. Face shield and safety glasses shall be worn.  
F. Anytime the grinding wheel is removed or replaced, it must be ring tested 

prior to installation.  
 
3.04      MOWING OR TRIMMING 
 
                   When Mowing or Trimming: 

A. ANSI approved safety glasses with side shields or impact goggles must be 
worn.  

B. Inspect area and remove all debris.  
C. Cut with discharge chute pointed down and in opposite direction of 

buildings, vehicles and play areas.  
D. Always shut and lock out engine (refer to Lock out tag out small engine 

section) before attempting to refuel the engine, clean the discharge chute 
or make any adjustments to the mower.  

E. Wear steel toe safety shoes or toe guards. 
F. Appropriate PPE shall be worn-refer to PPE hazard assessment.  

 
3.05      TREE TRIMMING 
 
 When trimming trees or using chain saws: (NOTE – All tree work shall be done in   
                    accordance with the provisions of ANSI 133.1.) 

A. Except in cases of emergency, aerial tree work shall not be performed when 
trees are wet or during high winds.  

B. Ropes of suitable strength shall be used for lowering of limbs.  
C. Climbing ropes or safety line shall not be used for lowering of limbs.  
D. Remove all tools, hangers, and ropes from trees before you leave the job 

site.  
E. No person shall be grounded with vehicle when working around wires.  
F. Never walk with saw blade in motion.  
G. Walk with guide bar pointing to rear. 
H. Maintenance and refueling shall not be done when saw is running.  
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I. Approved hard hats, eye, ear, and foot protection shall be worn. 
J. Spectators shall be kept clear of the working area and all streets and 

sidewalks shall be properly barricaded before work commences.  
 
3.06       LOCKOUT AND TAGGING OF EQUIPMENT 
 
       All work shall be performed in accordance with the City’s Lockout/Tagout policy. 

 
3.07             TRAINING 
 

 Do not operate, repair or test any machinery, apparatus, tools, or other equipment 
unless you have been properly trained and are authorized to do so. Use required 
protective equipment. If unfamiliar with a piece of equipment or a procedure, ask for 
proper instruction on the equipment and /or procedure.  

 
3.08            INSPECTION OF VEHICLES, EQUIPMENT AND TOOLS 
 

 All employees are required to immediately report to their supervisor any unsafe working 
conditions, procedure or equipment. No vehicle, equipment, tool, etc. shall be operated 
or used with any safety equipment or device disabled or removed. Remember, until a 
problem is identified, it cannot be corrected. Vehicles shall be inspected daily and 
documented on the daily mileage log. Any identified problems or repairs should be cited 
on the Daily Vehicle Checklist and submitted to Vehicle Maintenance for repairs and also 
reported to immediate Supervisor.  

 
3.09            GUARDS 
 

                             Never operate machinery or equipment when it is not adequately guarded or when 
guards are removed.  

 
3.10            GAS CYLINDER STORAGE 
 

 Oxygen, air or any other compressed gas cylinders must be placed in racks or must be 
secured at all times and properly identified. Compressed gas cylinders must be protected 
from the weather, heat source and from impact by vehicles or equipment. Oxygen 
cylinders in storage shall be separated a minimum of 20 feet from fuel gas cylinders 
unless separated by an appropriate fireproof wall. All lines between cylinders and points 
of use shall be adequately identified.  

 
3.11             PROPER GROUNDING 
 
                     All electrical equipment must be properly grounded. Never disconnect the ground wire      
                     or use an adapter that would negate the effect of the ground.  
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3.12            EXTENSION CORDS AND TROUBLE LIGHTS 
 

 When using extension cords, make sure they are U.L. approved, in good condition, 
properly grounded and of the proper size to handle the amperage. Trouble lights shall be 
equipped with globe guards and non-metallic sockets. Extension cords shall not be used 
in place of permanent wiring.  

 
3.13           WORKING IN WET AREAS 
 

 When working with electrical tools avoid wet areas and contact with water pipes or 
grounded equipment. When electrical equipment is used in a wet location, wear rubber 
boots and rubber gloves.  

 
3.14            WHEN OPERATING DRILLS AND DRILL PRESSES 
 
 A.    Avoid wearing loose gloves, clothing or jewelry. 
 B.    Always wear ANSI approved eye protection. 
 C.    Material shall be clamped or otherwise fastened to the drill press  
                                     bed, not held in the hand.  
 

 
VEHICLE OPERATION AND REPAIR 

 
4.01            GENERAL RESPONSIBILITY  
 

 All employees operating vehicles or equipment shall be thoroughly familiar with and 
obey all State and local laws and /or regulations governing motor vehicle or equipment 
operation. Careless or negligent operation of vehicles or equipment is prohibited.  

 
4.02            SEAT BELT/SHOULDER HARNESS USE 
 

 Each occupant of a motor vehicle shall wear seat belts and shoulder harnesses as 
required by Wisconsin Statutes. Inoperative or missing seat belts/harnesses shall 
immediately be reported to the Supervisor. The vehicle or equipment shall not be 
operated until the repairs have been made.  

 
4.03            EMERGENCY VEHICLE OPERATION 
 

 Employees who operate authorized emergency vehicles shall be required to operate their 
vehicle with respect to State Statute 346.03 and department policy.  

 
      NOTE:    The exemptions granted the operator of an authorized emergency vehicle 

by this section do not relieve such operator from the duty to drive with due 
regard under the circumstances for the safety of all persons nor do they 
protect such operator from the consequences of his/her reckless disregard 
for the safety of others.  
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4.04            USE OF MEDICATIONS 
 

 Employees taking medication or with a medical condition which may adversely affect 
their ability to perform their job in a safe manner are required to immediately inform 
their supervisor. The City has the right to require that the employee provide medical 
information that describes, to the City’s satisfaction, any limitations or side effects 
affecting employment.  

 
4.05            DRIVER RESPONSIBILITY  
 
                    The driver/operator of a vehicle or equipment is responsible for:  

A.   Keeping the windshield and windows as clean and clear as possible.  
B.   Checking and ensuring that lights, turn signals, emergency  flashers,   
            windshield wipers and horn are in proper working order.  
C.   Keeping the interior of the vehicle clean and free of trash, dirt, mud, papers    
            or any type of debris, etc.  
D.   Promptly reporting any problems that could affect the safe or proper     
           operation of any vehicle or equipment and completing necessary forms.  

 
4.06            ACCIDENTS 
 
     A.  Driver Responsibility  
  Whenever any vehicle or equipment is involved in an accident, it shall be the   
                                            responsibility of the driver to: 
            1.   Call for the assistance of the Police and advise the Police  

                 Department that it involved City equipment.  
          2.   Request medical assistance, if necessary.  
          3.   Provide all information requested by Police.  
          4.   Report the accident to their supervisor at once.  
          5.   Provide the other driver with his/her name and address.  
          6.   Fill out a written report.  
   

NOTE: Do not discuss the accident with anyone other than a representative of the City or the 
Police. Do not admit liability or indicate that the City will take responsibility or will pay 
any bills. If a citizen wishes to file a claim against the City, they should be referred to 
the City Personnel Department. 

 
     B.       The Supervisor/Department Head shall: 
                         1.   In case of a non-personal injury accident, involving equipment,  
                  ensure that the appropriate accident report is forwarded to the  
                  Personnel Department within twenty-four (24) hours (next  
                                                            business day for weekends and holidays) of the accident.  
                         2.  In cases involving an accident, with personal injuries, the City  
                                                           Personnel Director or his/her designee shall be telephoned  
                                       immediately.  
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4.07 RIDING ON THE OUTSIDE OF VEHICLES 
 

 Employees shall not ride on the outside of any vehicle. The only exception to this rule are 
Waste Collectors when assigned to a two-person route with a rear leading truck which is 
equipped with approved steps and handles. In no instance shall the vehicle exceed 10 mph 
or the distance exceeds two blocks between stops while someone is riding on the outside 
of the vehicle. In no instance shall an employee ride on the back of a vehicle while the 
vehicle is backing.  

 
4.08            INDOOR OPERATION 
 

 No gasoline or diesel motors shall be operated, except to start or move the vehicles, in the 
shop or other enclosed place unless the exhaust is connected to the proper outlet or there 
is proper ventilation.  

 
4.09            PARKING 
 
                    When parking conventionally equipped vehicles or equipment, the driver shall:  
 

 A.    Put equipment in low gear or park when necessary.  
 B.    Remove ignition key, if possible. Do not leave any vehicle unattended with 
                                     the motor running or with the keys in the ignition. The only exception to this   
                                     rule is police vehicles and those vehicles that must, for mechanical reasons,   
                                     remain running. In this instance, the vehicle may be left unattended if   

                                          the doors are locked and the window closed.  
       C.    Ensure that traffic signs and signals are visible to other motorists and are not   
                                          obstructed by the vehicle.  
       D.   Exercise care when leaving parking space to avoid accident with moving traffic.  
   
4.10           BACKING VEHICLES AND EQUIPMENT 
 
                   When backing Equipment: 
       A.  Make sure no person, vehicle or fixed object is behind the vehicle.  
       B.  Have a helper (if available) guides you, but remember the driver is fully   
                                         responsible for backing motions.  
       C.   Do not back too close to the edge of a fill. 
       D.   Make sure backup signal, if required, is in working order.  
 
4.11            VEHICLE JACK STANDS 
 
 Always use metal vehicle jack stands when you are working under a raised vehicle. Use 

safety blocks to secure the body of a vehicle in a raised position. Never exceed rated 
capacity of jack stands.  
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4.12            USE OF PERSONAL VEHICLES 
 

 No personally owned vehicle may be used on City business without the prior approval of 
the Department Head. The operator of the vehicle must provide proof of Liability Insurance 
with limits of not less than $100,000 per person, $300, 000 per occurrence and statutory 
minimums for uninsured/underinsured motorist. This requirement shall not be waived. The 
insurance on the vehicle shall be primary to any City insurance coverage.  

 
4.13            MECHANICAL BREAKDOWN 
 
                   When a breakdown occurs in a vehicle you are operating:  
 A.   If possible, move the equipment off the roadway. 
 B.    If it cannot be moved, make sure you turn on the vehicle flashers.  
 C.    Contact your supervisor or the dispatcher as soon as possible so that the vehicle   
                                    can be moved and repaired.  
                             D.   If the vehicle creates a hazard and cannot be moved, the Police should be notified   
                                    immediately.  
 
4.14            LOADING VEHICLES AND EQUIPMENT 
 
                    When loading vehicles, the driver and/or crew are responsible to:  

A. Ensure that the cargo is loaded and secured so that the load does not shift, spill   
or endanger others. If there is any debris, a cover or tarp should be over the load 
to prevent debris from blowing off. Prohibit anyone from riding on a load.  

 B.    Not allow cargo to project beyond the side of the vehicle body. 
 C.    Ensure that all loads projecting more than four feet beyond the rear of a vehicle   
                                     shall be marked by a 12” x 12” red flag or cloth secured to the end of the object. 
 D.    Ensure that shovels and similar tools are placed in or on the vehicle so that they do   
                                     not project beyond the body and cannot fall off.  
 
 
 

FIRE SAFETY/FLAMMABLE LIQUIDS 
 

5.01  EMERGENCY FIRE/EVACUATION PLANS 
 
 Each facility must have and post a fire/emergency evacuation plan. The plan must include: 

adequate warning measures for alerting all persons in the area of the existence of a fire or 
other emergency; rapid reporting to the Fire Department; evacuation of affected personnel 
from areas involved in a fire; procedures for containing the fire insofar as it is safe to do so, 
and particularly only to the extent that it is possible to maintain safe exit for personnel so 
engaged; instruction of personnel who regularly work there concerning the location and 
proper use of fire extinguishers and in the duties they are to perform in given fire situations; 
and adequate fire extinguishing equipment that is annually inspected by a responsible 
authority.  
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5.02            EXITS 
 

 Exits shall not be locked (chained or otherwise) so as to impede proper evacuation. Exits shall 
be marked/illuminated in accordance with applicable state status and local ordinances.  

 
5.03            STORAGE OF FIRE EQUIPMENT  
 

 Fire extinguisher/hoses shall be prominently displayed, labeled for usage and kept clear for 
easy access at all times.  

 
         5.04 DISCHARGED FIRE EXTINGUISHERS  

 
 Do not place a discharged extinguisher back on bracket. Tag it and report it to your 

supervisor at once so that it can be recharged or replaced.  
 
5.05            VEHICLE FIRE EXTINGUISHERS  
 
                    Designated vehicles and equipment shall be equipped with fire extinguishers.  
 

         5.06 If you notice an extinguisher with a low pressure gauge reading or an expired inspection tag, 
notify your supervisor at once and complete necessary form.  

 
5.07            MONTHLY INSPECTION 
 

 The Department Head or his/her designee shall ensure that fire extinguishers are inspected 
monthly and documented.  

 
5.08            USE OF FIRE EXTINGUSHERS 
 

 The following chart will help you understand the use of fire extinguishers. In case of fire, be 
sure you sound the alarm, get others out and call the Fire Department before attempting to 
extinguish the fire.  

 
       TYPE OF FIRE HAZARD  TYPE OF EXTINGUSHING AGENT   
CLASS A – Ordinary Combustibles- 
paper, wood, grass, cloth, trash, etc. 

Water 
 

CLASS B – Flammable Liquids –  
grease, gasoline, etc.  

Dry chemicals, carbon dioxide or halogenated 
oil, paint, thinner, solvents, agents, to smother 
 the fire with foam.  

CLASS C – Energized Electrical Equipment – electrical boxes  
panels, transformers, etc.  
NEVER USE WATER on this kind of fire. 

Dry Chemicals, carbon dioxide, or halogenated 
Agents, to smother the fire with foam. 

CLASS ABC – Multi-Purpose – Ordinary 
Combustibles, flammable liquids, and electrical.  

A multi-purpose unit labeled ABC puts out the 
Most common fires. 

CLASS D – Combustible Metals – Fires in  
Metals and metal dusts such as magnesium, 
Titanium, zirconium, potassium, and sodium. 

Special liquid or dry powder agent.  
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USE A FIRE EXTINGUISHER ONLY ON THE  
TYPE OF FIRE WHICH IT IS RECOMMENDED. 

 
5.09             STORAGE OF FLAMMABLE LIQUIDS 
 

 Flammable liquids shall be stored in accordance with the Flammable Liquids Code NFPA 30 
AND 30A and the directives of the Neenah Menasha Fire Department. No storage of 
flammable or combustible materials shall be allowed in furnace or boiler rooms.  

 
5.10             USE OF SAFETY CONTAINERS 
 

 Gasoline and other flammable liquids shall be kept in approved safety containers, stored in a 
flammable liquid storage cabinet, and be properly labeled.  

 
5.11             USE OF NONFLAMMABLE CLEANERS 
 

 Never use gasoline or other solvents to clean hands or parts. A non-flammable cleaner will be 
furnished and must be used.  

 
5.12            SMOKING 
 

Smoking is prohibited in all city-owned buildings and vehicles. Open flames are absolutely 
prohibited in areas where flammable liquids are present.  

 
5.13            USE OF ARTIFICAL LIGHTS 
 

 No artificial lights, except UL approved electric flashlights shall be used near escaping 
gasoline or other flammable vapors (NOTE – entry to a confined space must be done in 
compliance with the confined space entry procedures.) If you are unsure about the safety of 
the atmosphere, stay out of the area and call your Supervisor and the Fire Department; they 
will check the atmosphere.  

 
5.14            BURNING 
 

 Burning shall be done in strict compliance with local ordinances. Caution must be observed. 
No flammable liquids shall be used to start a fire.  
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MATERIAL HANDLING 
 
6.01            LIFTING 
 
                    When lifting: 
 A.   Lift heavy objects with legs, not with the back. Bend your knees. 
 B.   Maintain proper balance while keeping the back as straight as possible. Keep elbows   
                                    close to body. 
 C.    If the object is too heavy to handle safely alone, get help. 
 D.    If the load obscures your vision check the area to ensure that your intended path is   
                                    free of obstructions.  
 
6.02            STACKING MATERIAL 
 

 When piling materials make sure the base is firm and level. Cross tie each layer. Keep piles level 
and not stacked too high (use shoulder height as a guideline). Keep aisles clear and with 
adequate space to work in them.  

 
6.03            SUSPENDED LOADS   
 

 Employees shall never work under a suspended load or leave equipment unattended with a 
suspended load.  

 
6.04            RIDING ON A HOISTING DEVICE 
 

 Employee shall never ride on a cable, sling, chain or other hoisting device, or on material being 
moved by means of a crane.  

 
6.05            USE OF CHEMICALS, PESTICIDES, HERBICIDES AND FUNGICIDES  
 

 NOTE – All chemicals must be used in strict compliance with manufacturers’ instructions and 
applicable Federal, State, and Local laws, regulations and ordinances. Employee should be 
properly trained and certified.  

A. Make sure you read and follow manufacturers’ directions and Material Safety   
        Data Sheets (MSDS). 
B. Wear protective clothing as recommended by the manufacturer and consistent with   
        the City’s PPE assessment, which might include: gloves, boots, hats, goggles, long    
        sleeve shirt, apron pants, face protection, and a respirator. 
C. Mix only what you need. Excess chemicals must be marked and stored as 

recommended by the manufacturer.  
D.    Notify your supervisor at once of any spillage of chemicals.  
E.    Dispose of containers in accordance with State and Federal regulations. 
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6.06            HANDLING HAZARDOUS MATERIALS 
 

A.  Incompatibility  
                                      Always read product labels and material safety data sheets (MSDS) before mixing or    
                                      combining hazardous materials.  

B. Labeling 
          All containers shall be labeled to identify the contents, hazards and manufactures 

name. The labels shall reflect the numeric rating of the hazard for flammability, 
health, and reactivity.  

C. Dispensing 
 Certain liquids can generate static electricity when they are stirred or transferred. 

To avoid the possibility of a static spark igniting the flammable vapors, the bulk 
container should be grounded to a permanent source, while a bonding wire should 
be provided between the bulk (dispensing) container and the receiving container. 
Make certain the area is well ventilated and that you follow mixing instructions on 
the product label or material safety data sheet (MSDS). 

 
 NOTE:  Gasoline cans shall be removed from the vehicle and placed on the ground 

before filling.  
 
D. Moving and carrying chemicals 
 Always carry chemicals in approved containers.  
E. Storage 
 Always store chemicals according to instructions on product label or material 

safety data sheets (MSDS). 
F. Disposal  
 Always follow State and Federal procedures for disposal. Never pour hazardous 

chemicals or waste down sewers, drains or on the ground.  
G. Spills 
 All spills shall be cleaned up in accordance with department procedures for 

hazardous chemical leaks or spills.  
H. Changing Tanks 
 When working with hazardous gases such as chlorine or ammonia use two people 

to change or fill tanks.  
 

7 PERSONAL PROTECTIVE EQUIPMENT  
 
                    Refer to Tab 7 Personal Protective Equipment Section of this manual.   
 
  

CONSTRUCTION SAFETY 
 

       8.01 DIGGERS HOTLINE 
 
 Before doing any excavating, installing a sign or post or auguring a hole, the location of 

underground wires and utilities shall be determined by calling “Diggers Hotline” at 1800 242-
8511. In situations where the work is being done on City property, also make sure all private 
utilities are located.  
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8.02 WORK ZONE PROTECTION  
 
                    Work Zone Protection  

A. All work zones in the roadway, on the right-of-ways, in designated parking areas 
or on a sidewalk shall have the proper warning signs and be barricaded in 
accordance with the latest edition of the Manual on Uniform Traffic Control 
Devices (MUTCD). 

B. If you are unsure of the proper method for barricading and signing a work zone, 
you must contact your supervisor immediately. In no instance shall a work zone 
be left unmarked.  

C. Should there be a dispute as to whether or not a job site in the street, parkway or 
sidewalk is adequately marked; the supervisor shall be the deciding authority.  

D. Remove or cover all signs or devices that are not needed.  
 
8.03 TRENCHING AND EXCAVATIONS  
 

Refer to Trenching Excavations Section. 
 

8.04 SLIPPERY CONDITIONS  
 
                    When weather or water main breaks cause slippery conditions, use sand, salt, chips in   
                    addition to boot cleats to improve traction in the work area. 

 
9.01 CONFINED SPACES – REFER TO Confined Space Policy  

 
 

                     LADDERS, STEP STOOLS AND SCAFFOLDING 
 

10.01 USE AROUND ELECTRICAL CIRCUITS 
 
                    Never use a metal ladder when working around electrical circuits, wires, changing light bulbs,  
                    etc.  

 
10.02 GENERAL PROVISIONS 
 

Never stand on or above the second step from the top of a stepladder or the third rung form 
the top of a straight ladder. Ladders shall not be painted. Ladders shall have approved non-
skid feet.  

 
10.03 WEIGHT RATING 
 

Always check the weight rating of the ladder to ensure the ladder can safely carry your 
weight plus the load you are carrying. Type II (commercial grade) ladders are required. No 
more than one person shall be on a ladder at one time. Use of picks (braced platforms set on 
rungs) between 2 ladders is prohibited.  
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10.04 SCAFFOLDING 
 

Scaffolding four feet to ten feet high, having a minimum horizontal dimension in either 
direction of less than 45 inches and scaffolding over ten feet high shall have toe boards, 
midrails and handrails.  

 
10.05 EQUIPMENT SELECTION  
 
                     Always check ladders, step stools and scaffolding thoroughly before using. A rung, foot or  
                     guardrail could be broken or loose. Never use makeshift ladders or scaffolding.  

 
10.06 PLACEMENT AND SECURING OF LADDERS 
 

When using ladders set them on a firm dry base at the proper angle. The distance between 
the foot of the ladder and the wall it rests against should be equal to about ¼ the distance to 
the support point of the ladder. When possible, secure ladders in place with ropes, hooks, 
spikes or other anti-slip devices. Always be careful of the placement of the ladder. Avoid 
placing ladders within the arc of a swinging door (unless the door is locked), near blind 
corners or where it could be in the path of vehicles or equipment. Use signs or barricades to 
alert others.  

 
 

FIRST AID 
 
11.01      FIRST AID SUPPLIES/REPORTING OF INJURIES 
 

The City provides first aid supplies for the temporary treatment of minor injuries such as cuts, 
scratches, etc. All employees should know the location and use of the supplies. All injuries, 
however small, shall be treated to prevent infection. Report all injuries to your supervisor no 
matter how insignificant it may seem to you at the time. As first aid supplies are used 
replacements should be requested. The Department Head or his/her designee shall ensure 
that all first aid kits are inspected and restocked on a monthly basis. First aid kits shall be 
stocked with items designed to deal with the specific injuries expected to be encountered at 
the work site. (Reference ANSI Z308-1998).  

 
11.02 REQUESTING MEDICAL ASSISTANCE 
 
                    In case of serious injury:  

A. Dial 911 immediately  
B. Never move an injured person unless it is absolutely necessary.  
C. Keep the injured party warm and as comfortable as possible. Moving an injured 

person could result in further injury.  
D. Temporary first aid should be administered only by qualified personnel. 

Unqualified personnel may cause more harm than good.  
E. Keep onlookers away from the injured person.  
F. If, in the case of serious injury, it is necessary to transport the victim, it shall be 

done by emergency personnel.  
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OFFICE SAFETY 

 
12.01      HOUSEKEEPING  

 
It is each employee’s responsibility to keep his/her work station neat and free from 
clutter. Furniture such as tables, desks, and chairs must be maintained in good condition 
and free from sharp corners, projecting edges, wobbly legs, etc. Report any loose or 
rough covering.  
 

12.02      FILE DRAWERS 
 
                    All file, desk or table drawers shall be kept closed when not in use. Never open more 

than one file cabinet drawer at the same time. Never overload top file cabinet drawers.  
 
12.03      LADDERS 
 
                    Never use chairs, desks, tables or other office furniture in place of a ladder or step stool.  
 
12.04      CHAIRS  
 
                    Employees should not recline in office chairs that are not intended for that purpose.  
 
12.05      DOORS AND BLIND CORNERS 
 
                    Be cautious when approaching a door that can be pushed toward you. Take it easy when 

pushing one open and slow down when coming to a blind corner.  
 
12.06      MESSAGE SPINDLES  
 
                    Message spindles are prohibited.  
 
12.07      PAPER CUTTERS AND OFFICE HAZARDS  
 
                    Care should be exercised when using and storing scissors, paper cutters, razor blades, 

etc. Keep the blades of paper cutters closed when not in use. Also make sure paper 
cutters are equipped with guards. Use a sponge or other wetting device for sealing 
envelopes. Use rubber finger guards when working with stacks of paper.  

 
 
12.08      OFFICE EQUIPMENT  
 
                    Keep your hands clear of electric typewriter cartridges while they are in motion, if used. 

Be sure equipment is grounded and that the cord is in good condition. If a machine gives 
you a shock or starts smoking, unplug it and report it to your supervisor. Where 
appropriate all equipment shall be turned off while unattended or not in use.  
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12.09      ELECTRICAL CORDS  
 
                    Electrical cords shall be placed to avoid creating a trip hazard. If a cord must cross a 

pedestrian walkway it should be enclosed in an appropriate track and secured to the 
floor. Frayed, worn or broken electrical cords shall not be used and reported immediately 
to your supervisor. Extension cords shall not be used in place of permanent wiring.  

 
12.10      ELECTRICAL PLUGS  
 
                   When removing an electrical plug from a receptacle, pull by the plug not the wire.  
 

WELDING 
 

13.01      GENERAL REQUIREMENTS  
 
                    All welding cutting and brazing shall be performed in a manner consistent with DCOMM 

and OSHA regulations (29 CFR 1910.251-255). 
 
13.02       PERSONAL PROTECTIVE EQUIPMENT  
 
                    Refer to the Personal Protective Equipment section of the Safety Manual.  
 
13.03      FIRE PROTECTION  
 
                    All work shall be performed in compliance with the National Fire Protection Association 

(NFPA) standard 51B. You are required to inspect welding area before and after 
completion of work for other fire hazards. You must have immediate access to an 
approved type of portable fire extinguisher.  

 
13.04      SHIELDS  
 
                    You are required to surround your work area with approved shields when persons in 

surrounding areas could be affected and to protect adjacent combustible materials. 
Shields shall not seriously impede required ventilation.  

 
13.05      VENTILATION  
 
                    Adequate general or local ventilation must be maintained. Ventilation capacity shall 

meet ASHRAE ventilation standards when possible, if ASHRAE standard cannot be met a 
minimum DComm new construction standard ventilation capacity shall be met and 
maintained. Ventilation performance shall be measured by an anemometer or equivalent 
approved meter by a qualified technician.   
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13.06 WORK IN CONFINED SPACES 
 
                    Welding, cutting or brazing in confined spaces requires air replacement with respirable 

air to replace withdrawn air or the use of NIOSH approved air-line respirators or hose 
masks. All work in confined spaces shall be performed in compliance with the City’s 
confined space entry procedures as outlined in this Safety Manual.  

 
13.07 APPROVED LIGHTERS 
 
                    You must have an approved type of lighter to light the blowpipe.  
 
13.08 FLASH BACK VALVES  
 
                    All acetylene tanks shall be equipped with flash back valves, and acetylene tanks shall not 

be used if the pressure exceeds 15 pounds.  
 
13.09 HOT WORK PERMIT 
 
                    When welding in a confined space or near hazardous chemicals, complete a Hot Work    
                    Permit.  
 
 
 

POWERED INDUSTRIAL VEHICLES 
 

14.01 AUTHORIZED PERSONNEL  
 
                    Only authorized, trained, and certified personnel shall operate powered industrial trucks 

or vehicles with fork attachments used to carry, lift, load or stack.  
 
14.02 WATCHING FOR HAZARDS  
 
                    Operators must look in the direction of travel and be alert for potential hazards. Operate 

with forks as close to the surface as possible. (4-6 inches when inside a building).  
 
14.03 UNATTENDED VEHICLE 
 
                    A vehicle is considered unattended when the operator is 25 feet or more from the 

vehicle or the vehicle is out of the operators view. When the truck is unattended the 
controls must be neutralized, power shut off, breaks set and forks grounded. Block 
wheels if parked on an incline.  

 
14.04 PASSENGERS  
 
                    Only the operator may ride on the lift truck, unless a seat and handleholds are provided 

for a passenger. 
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14.05 ARM AND LEG PLACEMENT  
 
                    Never place arms or legs between the uprights of the mast or outside running lines of the   
                    truck.  

 
14.06      DIRECTION OF TRAVEL  
 
                    On grades in excess of 10%, lift trucks are to be driven downgrade with the load following 

and upgrade with the load ahead.  
 
14.07      SEAT BELTS  
  
                    When provided, seat belts shall be worn at all times.   
 
 
 

ELECTRICAL WORK 
 

15.01      ELECTRICAL WORK  
 
                    All electrical work shall be done in compliance with the most recent edition of the 

National Code & WI Administrative Code (COMM 16).  
 
15.02      TRAINED EMPLOYEES  
 
                    Only trained, qualified employees shall do electrical work.  
 
15.03      LIVE LINES  
 
                    Electrical equipment and lines shall always be considered to be “live” unless they are 

positively known to be de-energized and are grounded.  
 
15.04      ENERGIZED EQUIPMENT  
 
                   Energized equipment or wires shall never be left ungrounded.  
 
15.05      LOCKOUT/TAGOUT  
 
                   All employees shall follow the City Lockout/Tagout policy in this Safety Manual.  
   
 
 

AERIAL BUCKET USE 
 
16.01      CONDUCTING WORK  
 
                    All work shall be conducted as if the truck, boom and aerial bucket were not 

electrically insulated.  
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16.02 AERIAL BUCKET OPERATOR 
 
                    Operators of aerial buckets shall exercise extreme caution when operating such 

devices in close proximity to energized lines or equipment. A minimum of 2 
personnel are needed whenever the aerial bucket is operated.  

 
16.03 BEFORE STARTING WORK  
 
                    Before starting work the operator shall always face in the direction in which the 

bucket is being moved.  
 
16.04 MANEUVERING THE BUCKET  
 
                     When the boom must be maneuvered, the bucket operator shall always face in the 

direction in which the bucket is being moved.  
 
16.05 EMPLOYEE POSITIONING 
 
                    Work shall only be done while standing on the floor of the bucket.  
 
16.06 ENTERING/LEAVING BUCKET 
 
                    Employees shall not enter or leave the bucket by walking the boom.  
 
16.07 AUTHORIZED AND TRAINED OPERATOR 
 
                    Only trained and authorized employees shall be allowed to operate the controls and 

be carried aloft in the aerial bucket.  
 
16.08 WORK ZONE PROTECTION  
 
                    The emergency flashing light on the truck shall be used at all times while work is 

being done on road right-of-way. When work is being done in the road right-of-way 
will exceed 1 hour, the work zone will be protected following MUTCD guidelines.  

 
16.09 TRAVEL 
 
                    No employee shall be transported any distance while in the bucket.  
 
16.10 BODY HARNESS 
 
                     Employees in the bucket shall wear a body harness at all times that is connected to a    
                     lanyard that is connected to an anchor point.  
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16.11 HARD HAT   
 
                    A hard hat which is rated for electrical resistance must be worn at all times while in 

the bucket.  
 
 

CRANES AND HOISTS 
 

17.01 TRAINED EMPLOYEES  
 
                    Only trained, designated employees shall operate cranes and hoists.  

 
17.02 NO RIDING ON EQUIPMENT  
 
                    No person shall be permitted to ride the hook, sling or load of any equipment.  

 
17.03 LOAD LIMITS  
 

Load limits as specified by the manufacturer shall be clearly marked and shall not be 
exceeded under circumstances.  

 
17.04 UNDER A LOAD 
 

No one shall be under a suspended load or inside the angle of a winch line.  
 

17.05 NO UNATTENDED LOADS 
 
Suspended loads shall not be left unattended without permission of the supervisor.  
 

17.06 INSPECTION  
 
                    A thorough, monthly, written inspection report shall be completed on each crane and hoist. In 

addition, prior to each use all control mechanisms, safety devices, attachments and brake 
systems shall be checked.  

 
17.07 DESIGNATED OBSERVER  
 
                    An employee shall be designated to observe clearance of the equipment and give timely 

warning for all operations where it is difficult for the operator to maintain the desired 
clearance by visual means. 

 
  
17.08 TAG LINE  

 
When guiding a suspended load into position, a non-conductive rope or tag line shall 
be used to permit maintenance of a safe distance from the drop zone, in case a 
suspended load should fall or contact with an electrical power source should occur.  
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SLINGS, ROPES AND CHAINS 
 

18.01 LOAD LIMITS 
 
 Load Limits as specified by the manufacturer shall not be exceeded under any 

circumstance.  
 
18.02 INSPECTION 
 
 Each day before use, all equipment shall be inspected for damage or defects. Damaged 

equipment shall immediately be removed from service.  
 
18.03 APPEARANCE OF ROPE 
 
 The outward appearance of rope shall not be accepted as proof of its condition. The rope 

shall be untwisted at various places and inspected for poor fiber and dry rot.  
 
18.04 UNRATED CHAINS 
 
 Unrated chains shall not be used for hoisting or lifting anything overhead.  
 
18.05 REPAIR OF SLINGS AND CHAINS 
 
 Only the manufacturer shall repair and proof-test slings and chains.  
 
18.06 SUSPENDED LOADS 
 
 Do not place any part of your body under a suspended load.  
 
 
 

FALL PROTECTION 
 

19.01 FALL ARREST EQUIPMENT 
 

A.  General 
     When exposure to an elevated fall hazard cannot be prevented through   
                                engineering controls, personal fall arrest equipment shall be used to control the   
                                fall.  
 
      B.    Use 
     Personal fall arrest equipment shall be used whenever a free fall hazard exceeds 6   
                                feet and only when installed and used in accordance with manufacturer directions   
                                and recommendations.  
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19.02 FALL PROTECTION SYSTEMS 
 
 Fall protection systems (railings, ward rails) shall be used whenever there is potential to 

fall four feet or more.  
 
19.03 SURFACES 
 
 All surfaces shall be free of debris, holes, loose boards, protruding fasteners and liquids 

and shall allow for free movement of traffic and pedestrians, as is practical and 
reasonable.  

 
19.04 BODY BELTS 
 
 All body belts and harnesses shall be inspected prior to use. The inspection shall be 

documented and damaged equipment shall be removed from service immediately.  
 
19.05 LANYARDS 
 
 All lanyards, ropes and lifelines shall be inspected prior to use. The inspection shall be 

documented and damaged equipment shall be removed from service immediately.  
 
19.06 LANYARD LENGTH 
 
 Lanyard shall not exceed 6 feet in length.  
 
19.07 TRAINING 
 
 Employees required to wear fall protection equipment shall be trained on the safe and 

proper use of the equipment prior to use.  
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ASBESTOS CONTAINING MATERIALS 
 
I.   Purpose:  
 
Information is intended to give employees a basic knowledge of the hazards associated with 
asbestos containing materials and methods that can be used to protect employees from 
exposure.  Affected employees shall receive asbestos awareness training annually.  
 
II.   Policy:  
 
Employees are not allowed to conduct any work which disturbs or has the potential to disturb 
asbestos containing materials. All removal and or disturbance of asbestos containing or suspect 
asbestos containing materials shall be conducted by Wisconsin Licensed Asbestos Abatement 
Contractors. Proof of certification must be documented prior to commencement of work or 
acceptance of bid to perform work.  
 
III.  Asbestos Inventory:  
 
A list of previously identified asbestos containing materials and assumed asbestos containing 
materials is available at the Menasha Health Department. All suspect materials shall be assumed 
to contain asbestos until proven otherwise by sampling conducted by a Wisconsin Licensed 
Asbestos Inspector and laboratory analysis by Polarized Light Microscopy with dispersion 
staining. Samples reported <5% by volume will also be point counted.  
 
IV.  Asbestos Identification:  
 
Friable asbestos materials intact and in place in City of Menasha Buildings shall be labeled. All 
asbestos containing materials which have either been identified or assumed shall be considered 
friable unless determined otherwise by the Safety Coordinator.  
 
V.  Asbestos Disturbing Activities:  
 
Examples of activities that may result in the disturbance of asbestos containing materials or 
suspect asbestos containing materials would include:  
 

A. Removal of floor tile  
B. Removal of ceiling tile  
C. Removal of pipe insulation  
D. Creating holes in plaster walls or ceilings 
E. Disturbance of suspect materials by any mechanical methods 
F. Removal of carpet with floor tile under 
G. Moving ceiling tile where fire proofing is present on structural members above drop 

ceiling.  
H. Any other activity which could damage suspect asbestos containing materials. 
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Common Materials known to contain asbestos:  
 

A. Floor tile  
B. Mastics     
C. Pipe insulation 
D. Boiler insulation 
E. Gaskets  
F. Metal sink bottom coatings 
G. Window glazing / caulks  
H. Cement board / transite panels   
I. Vermiculite  
J. Structural fire proofing insulation (City Hall - 3rd floor, isolated area 2nd floor, penthouse)  
K. Ceiling tile  
L. Plaster 
M. Vehicle brake pads and linings 
N. Roofing materials 
O. Dry wall and joint compound  
P. Any other building materials which are not concrete, wood or fiberglass 
 
Operations and Maintenance:  
 
Employees shall not remove or disturb suspect asbestos containing materials under any 
circumstances unless they have received 16 hour Operations and Maintenance training. The 
Menasha Health Department – Environmental Health Sanitarian shall be contacted in the event of 
an emergency or inadvertent damage to friable asbestos. Samples of suspect asbestos containing 
materials must be sampled by a Wisconsin licensed asbestos inspector. Violations to this section 
may include regulatory, civil, and criminal liability to Federal Law and Wisconsin Administrative 
Codes enforced by Wisconsin Department of Natural Resources, Wisconsin Department of Health 
Services and OSHA.  
 
Sub-contractors  
 
All subcontractors must read and sign the Asbestos Disclosure Policy form prior to work. It shall be 
the responsibility of the City of Menasha to survey, sample and properly identify all asbestos 
containing materials in the area where work will be conducted. Any asbestos containing materials 
which have the potential to be disturbed during work practices shall be abated by a Wisconsin 
Licensed Asbestos Abatement Contractor who maintains a minimum $1,000,000 general liability 
insurance and Errors and Omissions Insurance.  
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Bloodborne Pathogens Exposure Control Plan 

City of Menasha 

 

In accordance with the OSHA Bloodborne Pathogens Standard, 29 CFR 1910.1030 and SPS 332.15, the 
following exposure control plan has been developed for the City of Menasha.  
 
I. PURPOSE 

 The purpose of this exposure control plan is to: 

A.  Eliminate or minimize employee occupational exposure to blood or certain  
                       other body fluids; 

B.  Comply with the OSHA Bloodborne Pathogens Standard, 29 CFR 1910.1030 (Appendix A) 
        and SPS 332.15 (Appendix B).  

II. EXPOSURE DETERMINATION  

OSHA requires employers to perform an exposure determination concerning which employees 
may incur occupational exposure to blood or other potentially infectious materials. The exposure 
determination is made without regard to the use of personal protective equipment (i.e. 
employees are considered to be exposure even if they wear personal protective equipment). This 
exposure determination is required to list all job classifications in which all employees may be 
expected to incur such occupational exposure regardless of frequency. See Appendix C for a listing 
of these job classifications (Category I) for the City of Menasha.  
 
In addition, OSHA requires a listing of job classifications which are considered “at risk” due to job 
associated tasks and procedures which may result in occupational exposure to blood or other 
potentially infectious materials. These job classifications (Category II), and the related job 
associated tasks and procedures are also listed in Appendix C.  
 

III.  METHOD OF COMPLIANCE 

OSHA requires that this plan include a schedule and method of implementation for the various 
requirements of the standard. The following complies with this requirement:  
 
A. Universal Precautions 

 Universal Precautions is an approach to infection control. According to the concept of 
Universal Precautions, all human blood and certain body fluids are treated as if known to be 
infectious for HIV, HBV, HBC, and other bloodborne diseases. Universal Precautions will be 
observed at ALL times by City of Menasha employees regardless of the perceived status of the 
source individual in order to prevent or minimize contact with blood or other potentially 
infectious materials.  

 
B. Engineering and Work Practice Controls 

Engineering and Work Practice Controls are designed to eliminate or minimize employee 
exposure. Engineering controls are examined and maintained or replaced when an exposure 
incident occurs in the City and on an annual basis. The annual review includes an evaluation of 
new innovations in technology, particularly devices that reduce needle-sticks.  



 

 

 
 
 
 

The following staff are involved in this process: 
 
 

 

Pubic Health Nurse 1) Use of non-latex gloves when performing capillary 
        finger sticks for blood lead, glucose, or Hgb tests. 
   2)  Use of respiratory face shields when performing CPR. 
   3)  Contamination sharps disposed of in approved  
                                                 infectious waste sharps container.       
   4)  Annual review/evaluation of new innovations in  
                                                 technology i.e. needle-safe devices. 
 
 
 

Dental Hygienist 1) Use of non-latex gloves when performing oral  
                                                 screenings.  
   2)  Use of safety goggles when placing dental sealants and  
                                                 Fluoride varnish on children’s teeth. 
 
Police Officers  1) Use of non-latex gloves when performing first aid.  
   2)  Use of puncture resistant gloves during pat down  
                                                 searches. 
   3)  Use of special sharps container for storing drug  
                                                 paraphernalia evidence. 
   4)  Use of respiratory face shields when performing CPR. 
 
Street/Sanitation 1)  Use of safety goggles and puncture resistant gloves 
  Employees       when collecting trash by other than the automated  
                                                 truck. 
   2)  Use of non-latex gloves when performing first aid  

     procedures. 
3)  Use of respiratory face shields when performing CPR.  
4)  Local ordinance in place regulating disposal of  
     infectious waste. Personal contact with those who  
     violate the ordinance to educate and warn them  
     regarding future occurrences.   

 
  Parks Employee  1)  Use of non-latex gloves when performing first aid 
     2)  Use of respiratory face shield when performing CPR. 
     3)  Use of safety goggles and puncture resistant gloves  
                                                     when collecting trash in the parks.  
     4)  Use of clean-up kit when cleaning park shelters when  
                                                                              there is the presence of blood or other human body  
                                                                              fluids. 

  Maintenance  1)  Use of clean-up kit when cleaning municipal buildings 
      Employee       and police department holding cell when there is the             
                                                                              presence of blood or other human body fluids.  
 
 
 
 

          
                            



 

 

 
  Summer Pool  1)  Use of non-latex gloves when performing first aid.  
                               Employee  2)  Use of respiratory face shields when performing CPR.                      
                             Summer Rec.   3)  Use of clean-up kit when there is the presence of  
                               Employee                             blood or other human body fluids.   

            The public health director will ensure effective implementation of these recommendations.  
 
            All supervisors are to ensure that employees follow the “Engineering and Work Practices Controls”.  

 
 
1.  Hand Washing 
     a. The City shall provide hand washing facilities which are readily accessible to 

employees. Antiseptic towelettes, bactericidal washes, waterless hand cleaners 
or an equivalent may be used where soap and water are not readily available. 
Police, fire, sanitation, park, and health department employees are to have these 
alternatives available in their vehicles when out of the building on assignment. 
Each vehicle operator is responsible for maintaining an adequate supply of these 
alternative items.  

 
 b.    Supervisors shall ensure that employees wash hands or any other skin with soap 

and water, or flush mucous membranes with water immediately or as soon as 
feasible following contact of such body areas with blood or other potentially 
infectious materials.  

 
C.     Supervisors shall ensure that employees wash their hands immediately or as soon 

as feasible after removal of gloves or other personal protective equipment. 
When antiseptic hand cleansers or towelettes are used, hands shall be washed 
with soap and running water as soon as feasible.  

 
2.  Housekeeping and Waste Procedures 

       a.    The City shall ensure that the worksite is maintained in a clean and sanitary          
                                         condition. 
   

 

                       b.    All equipment, materials, environmental and working surfaces,  vehicles, and    
                                          facilities shall be cleaned and decontaminated after contact with blood or     
                                          other potentially infectious materials. A Bloodborne Pathogen Clean Up Kit     
                                          (containing absorbent powder, scoop, absorbent towels, disposable  gloves,   
                                          disinfectant, towelettes and a biohazard waste bag) will be available at every  
                                          recreation site and in each City of Menasha municipal building and vehicle.  

 
 I.    When performing decontamination procedures employees shall  wear   
                                           appropriate personal protective equipment to include, at minimum,   
                                           disposable gloves. Other personal protective equipment (e.g. protective  
                                           eyewear, impermeable gown, coveralls, etc.) shall be used when   
                                           circumstances require additional protective measures.  
 

   II.   Blood spills and other potentially infectious materials shall be cleaned up   
                                                  first with disposable towels followed by a cleaning of the contact area with  
                                                  an  approved germicidal disinfectant or with a freshly prepared 1 to 10  



 

 

                                                  household bleach solution (l part bleach + 9 parts water) This bleach solution  
                                                  should only be used if there is no available germicidal disinfectant. 

 

   III.  “Spot Contamination” (the presence of a few drops of blood or other  
                                                   potentially infectious material) can be cleaned up with disinfectant  
                                                   towelettes or paper towels saturated with an approved germicidal   
                                                   disinfectant. City vehicles, facilities, and non-disposable equipment which  
                                                   are “spot contaminated” shall be cleaned up as soon as feasible by  
                                                   designated City of Menasha personnel. Vehicles, facilities, and non- 
                                                   disposable equipment which are contaminated shall be decontaminated by   
                                                   designated City of Menasha personnel.  

 
   IV.   Protective coverings, such as plastic wrap, aluminum foil, or Imperviously- 
                                                   backed absorbent paper used to cover equipment and environmental  
                                                   surfaces, shall be removed and replaced as soon as feasible when they  
                                                   become contaminated with blood or OPIM (Other Potentially Infectious  
                                                   Materials). 

 
         c.    The designated City of Menasha personnel shall respond immediately to any  
                major blood or OPIM incident so that it can be cleaned, decontaminated, and   
                removed immediately. ( A major blood or OPIM incident is one which there will   
                be biohazardous material for disposal or when there are contaminated sharps –   
                see letter “e” below.) 

 
                                      d.    Contaminated cleaning materials shall be placed in approved  

  biohazard bags for proper disposal. Cleaning materials (i.e. mops, towels, etc.)   
  which have been used but not contaminated by blood or other potentially   
  infectious materials require no special disposal considerations.  
 

           e.    Broken glass contaminated with blood or OPIM shall not be picked up directly  
                                             with the hands. It shall be cleaned up using mechanical means, such as a  brush  
                                             and dust pan, tongs, or forceps. Contaminated sharps, broken glass, plastic or                                             
                                             other sharp objects shall be placed into appropriate sharps containers for proper   
                                             disposal. 

 
f.    Disposable contaminated materials (i.e. gloves, paper towels,    

   disinfectant towelettes, bandages, impermeable gowns, coveralls) shall be placed  
in approved biohazard disposal bags and disposed of at the Menasha Health 
Department. Gold Cross ambulance personnel will remove disposable 
contaminated materials at the site of the emergency response and dispose of the 
contaminated materials according to their approved policies. Disposable materials 
such as gloves which have been used but not contaminated by blood or other 
infectious materials require no special disposal considerations.  

 
g.    Contaminated laundry/clothing shall be handled as little as possible. Disposable 

gloves must be worn when handling contaminated laundry/clothing. 
Contaminated clothing shall be removed immediately or as soon as feasible and 
replaced with fresh clothing, after thoroughly cleaning the skin. All contaminated 
clothing shall be placed in an approved biohazard disposal bag and given to the 



 

 

immediate supervisor on duty. All non-disposable contaminated clothing is sent to 
Gunderson Cleaners in Menasha for decontamination and laundering. The City will 
clean, decontaminate and return serviceable items at no cost to the employee. 
Contaminated clothing should not be taken home for laundering.  

 
h.   Contaminated sharps shall be discarded immediately in containers that are 

closable, puncture resistant, leak proof on sides and bottom, and labeled or color-
coded. Containers for contaminated sharps shall be easily accessible to personnel 
and located as close as is feasible to the immediate area where sharps are used. 
The containers shall be maintained upright throughout use and replaced when full 
and not allowed to overfill. When moving containers of contaminated sharps from 
the area of use, the containers shall be closed immediately prior to removal or 
replacement to prevent spillage or protrusion of contents during handling, 
storage, or transport. Containers shall not be opened, emptied, or cleaned 
manually or in any other manner which would expose employees to the risk of 
percutaneous injury. 

 
C.  Personal Protective Equipment 

1. Where occupational exposure can occur in spite of institution of engineering and work 
controls, personal protective equipment shall be used. At every recreation site and within 
all City of Menasha municipal buildings and vehicles, a Bloodborne Pathogen Clean Up Kit 
will be provided.  

        a. Disposal gloves will be worn when it can be reasonably anticipated  that the    
                      employee may have hand contact with blood, other potentially infectious  
                      materials, mucous membranes, and non-intact skin; and when handling or  
                      touching contaminated items or surfaces. 

 
       b.  Disposal gloves shall be replaced as soon as practical when contaminated or as 

soon as feasible if they are torn, punctured or when the ability to function as a 
barrier is compromised. Disposable gloves shall not be washed or decontaminated 
for re-use. Disposable gloves shall be removed inside out, with the contaminated 
side not exposed.  

 

 

       c.  Hypoallergenic gloves, glove liners, powderless gloves, or other similar 
alternatives shall be readily accessible to those employees who are allergic to the 
gloves normally provided.  

 
       d.  If circumstances warrant the wearing of other than disposable gloves (e.g. leather 

or cotton gloves), disposable gloves shall be worn underneath for added 
protection. Non-disposable gloves may be decontaminated for re-use provided 
the integrity of the glove is not compromised. Non-disposable gloves will be 
discarded if they are cracked, peeling, torn, punctured or exhibit other signs of 
deterioration.  

 
       e. Where a single pair of gloves may be damaged and unable to provide adequate 

protection, more than one pair of gloves shall be worn to protect against 
exposure.  

 



 

 

       f.  Masks, protective eye goggles and protective disposable gowns and coveralls shall 
be worn when blood or body fluids may be splashed or splattered.  

 
       g. An authorized barrier/resuscitation device with an isolation valve shall be used 

whenever CPR or mouth-to-mouth resuscitation is performed. The mask is 
intended for one item use and shall be properly disposed of after use. 
Replacement equipment is available through the immediate supervisor. 

 
       h. Appropriate protective clothing shall be worn in occupational exposure situations. 

The type and characteristics shall depend upon the task, location, and degree of 
exposure anticipated.  

 
       i. Employees shall not smoke, eat, drink, handle contact lenses or apply makeup in 

any contaminated area or when wearing protective gloves.  
 

 2.   The City of Menasha shall ensure that appropriate personal protective equipment is readily 
accessible at the worksite or is issued to the employees.  

        a.   All work locations where occupational exposure to blood or body fluids can be   
                         reasonably anticipated shall have an adequate amount of communicable disease  
                         control supplies and personal protective equipment stored in a convenient  
                         location.   

 
       b.  The City of Menasha shall clean, launder and dispose of personal protective 

equipment, at no cost to the employee.  
 
       c. The City of Menasha shall repair or replace personal protective equipment as 

needed to maintain its effectiveness, at no cost to the employee.  
 
 

 
 

 3.  All personal protective equipment shall be removed prior to leaving the work   
      area. When personal protective equipment/supplies are removed they shall  
      be placed in an appropriately designated area or container for storage,  
      washing, decontamination or disposal.  
 
 

 
 

 4.   If a garment(s) is penetrated by blood or other potentially infectious materials, the 
garment(s) shall be removed immediately, or as soon as feasible, and the person should 
shower. The garment should be given to the immediate supervisor and then sent to 
Gunderson Cleaners to be properly laundered.  

 
 5.   The City of Menasha shall ensure that the employees use appropriate personal protective 

equipment. If an employee temporarily and briefly declines to use personal protective 
equipment because it is in his or her judgment that in that particular instance it would have 
posed an increased hazard to the employee or others, the City shall investigate and 
document the circumstances in order to determine whether changes can be instituted  

       to prevent such occurrences in the future.  
 
 
 
 



 

 

IV.    HEPATITIS B VACCINATION 

         A.  General Information 

1.  The City of Menasha will make available the Hepatitis B vaccination series to all employees 
who have occupational exposure (Category I Employee – Appendix C), and post-exposure 
follow-up to employees who have had an exposure incident. An exposure incident is 
defined as contact with blood or other potentially infectious materials on an employee’s 
non-intact skin, eye, mouth, other mucous membrane or by piercing the skin or mucous 
membrane with a contaminated sharp object, such as needle sticks.  

 
      An “Exposure Incident Reporting Form” shall be completed each time an exposure incident 

occurs (See Appendix D). 
 

    2.  The City shall ensure that all medical evaluations and procedures including the Hepatitis B   
                       vaccination series and post exposure follow-up, including prophylaxis are: 

a. Conducted within 24 hours of the exposure (immediately if HIV is of concern); 

b. Made available at no cost to the employee; 

c. Made available to the employee at a reasonable time and place; 

d. Performed by or under the supervision of a licensed physician or by or under the   

e.  supervision of another licensed health care professional; 

    f. All laboratory tests shall be conducted by an accredited laboratory at no costs to    
              the employee and shall include testing for HIV, Hepatitis B and C. Testing will   
              continue for 6 months to 1 year with exposure to these diseases.  

 
g. Testing of exposure source for HIV, Hepatitis B and C will be done, if the source is   
          known and available for testing. 
h.   Chemoprophylaxis using up to 3 drugs will be utilized if significant exposure to HIV   
          has occurred.  

 
B.  Hepatitis B Vaccine 

1.   The City of Menasha Health Department is in charge of the Hepatitis B vaccination   
       program. 

                     2.    Hepatitis B vaccination shall be made available after the employee has received the   
                            training in occupational exposure (see information and  training) and within 10 working   
                            days of initial assignment to all employees who have occupational exposure unless the  
                            employee has previously received the complete Hepatitis B vaccination series, antibody                              
                            testing has revealed the employee is immune, or the vaccine is contraindicated for medical  
                            season.  

 
 

    3.    Participation in a pre-screening program shall not be a prerequisite for receiving Hepatitis    
           B vaccination.  

4.    Post-Hepatitis B vaccine titer testing will be done within 30-60 days of completion of the 
three dose series of Hepatitis B vaccinations for those employees newly vaccinated after 
1-1-04 and who are category I classification. (See Appendix C)  



 

 

5.    If the employee initially declines Hepatitis B vaccination but at a later date while still 
covered under the standard decides to accept the vaccination, the vaccination shall then 
be made available.  

6.    All employees who decline the Hepatitis B vaccination shall sign the OSHA required waiver 
indicating their refusal (See Appendix E).  

7.    If a routine booster dose of Hepatitis B vaccine is recommended by the U.S. Public Health 
Service at a future date, such booster doses shall be made available.  

 
C.  HIV Post Exposure Prophylaxis 

1.    If a significant exposure occurs and the source individual is known HIV positive or has a 
history of high risk behaviors (IV drug user, male having sex with male, multiple sex 
partners, etc…) then immediate post exposure follow-up is needed.  

2.    According to new CDC guidelines for post exposure prophylaxis, one to three medications 
can be prescribed by an Infectious Disease Physician. Prophylaxis will be recommended for 
significant exposure but is not mandatory.  

3.    The new protocols must be initiated ASAP, preferably within 2 hours.  
4.    If the exposed worker consents to baseline blood collection for HIV, but does not give the 

consent for HIV testing, the sample can be preserved for 90 days. If during that time, the 
employee gives written consent for HIV testing it will be completed.  

 
D.  Hepatitis C Testing 

       1.    There is no recommended prophylaxis. 

       2.    Follow up testing for HCV is done at 3, 6, and 12 months for those employees exposed to 
Hepatitis C positive patients.  

 
V.       POST-EXPOSURE EVALUATION AND FOLLOW-UP 
 
          A.  Exposure Incident Procedures 

1.    All exposure incidents shall be reported, investigated, and documented. When the 
employee incurs an exposure incident, the following procedures shall be followed 

 
 a.      Exposed Individuals Responsibilities 

                                       I.   Report “exposure incident” as soon as feasible to an  immediate supervisor. The   
                                              immediate supervisor will then forward the report to the Menasha Health   
                                              Department,  provided the staff in the health department will receive the  
                                              report within 24 hours of the exposure incident. The health department will  
                                              arrange for an appointment with Affinity Occupational Health for a  
                                              determination  of significant exposure. If a determination of significant exposure   
                                              has been made, the employee will be referred to a physician for post-exposure  
                                              evaluation. 

II.    Complete an “Exposure Incident Reporting Form” (See Appendix D) containing a     
        detailed account of the nature and circumstances of the exposure to include the   
        route of exposure and whether or not personal protective equipment was being   
        utilized. If personal protective equipment was not used, indicate the reason.  
III.    If the health department is unavailable in the next twenty-four hours following   
        an exposure incident, the immediate supervisor should send the employee to   
        the emergency department at Theda Clark Regional Medical Center (TCRMC) for   



 

 

        significant exposure determination. If a determination of significant exposure  
        has been made, the employee will notify the health department. A follow-up   
        appointment with then be made with Affinity Occupational Health. 

                                      IV.   Complete Exposure Incident Checklist (Appendix F). 
             V.   The attending physician completes the “Health Care Professional Written Opinion 

Post Exposure Follow Up” form (Appendix G), or similar form to be returned to 
Human Resources.  

 
b.       Supervisor’s Responsibility  

              I.  Review the exposed member’s narrative account of the exposure incident to 
ensure that it includes all necessary information. In instances where the 
employee was not wearing personal protective equipment, investigate to confirm 
that the failure to wear personal protective equipment was justified by 
unexpected or uncontrollable circumstances.  

 II.   Review all paperwork and submit to Public Health Director.  
III.   Ensure that the employee completed the “Exposure Incident Reporting Form” 

(Appendix D) or the hospital exposure incident form if going to TCRMC for 
determination of significant exposure.  

            IV.   Ensure that the employee reported to the emergency department of TCRMC 
when the health department is unavailable for follow-up to determine significant 
exposure. 

 
                            2.     Any employee who has an exposure incident will be offered post-exposure evaluation 

and follow-up in accordance with the OSHA Bloodborne Pathogens Standard, 29 CFR 
1910.1030. The coordination of the post-exposure follow-up will be performed by the 
health department.  

 
B.  Medical Follow-Up 

Following a report of an exposure incident, the City shall make immediately available to the 
exposed employee a confidential medical examination and follow-up, including at least the 
following elements:  
 
 1.    Documentation of the route(s) of exposure, and the circumstances under  
        which the exposure incident occurred; 
 2.    Identification and documentation of the source individual, if possible, or   

 unless it can be established that identification is infeasible or prohibited by  
 state or local law; 
 
a. The source individual’s blood shall be tested as soon as feasible after consent is     
               obtained in order to determine HBV, HBC and HIV infectivity. If consent is not  
               obtained, the City of Menasha attorney shall establish that legally required  
               consent cannot be obtained.  
b. Results of the source individual’s testing shall be made available to the exposed 

employee only after consent is obtained, and the employee shall be informed of 
applicable laws and regulations concerning disclosure of the identity and 
infectious status of the source individual. 

 
 



 

 

 3.   The exposed employee’s blood shall be collected as soon as feasible and      
        tested after consent is obtained. If the employee consents to baseline blood collection, 

but does not consent at the time for HIV serological testing, the sample shall be preserved 
for at least 90 days. If within 90 days of the exposure incident, the employee elects to 
have the baseline sample tested, such testing shall be done as soon as feasible.  

   
C.  Information Provided to the Health Care Professional 
 
        1.   The City of Menasha shall ensure that the health care professional responsible for the   
               employee’s post-exposure evaluation is provided with  the following:  (Appendix J) 
   
                  a.  A copy of SPS 332.15; 
            b. A written description of the exposed employee’s duties as they relate to the   
                             exposure incident; 
            c. Written documentation of the route of exposure and circumstances under which   
                             the exposure occurred; 
            d.  Results of the source individual’s blood testing, if available;  
            e.  All medical records relevant to the appropriate treatment of the  
                             employee including vaccination status for Hepatitis B. 
 
D.  Health Professional’s Written Opinion 
 
        1.  The City of Menasha shall obtain and provide the employee with a copy of the evaluating   
              health care professional’s written opinion within 15 days of completion of the evaluation   
              (Appendix G) or similar form, if requested by the employee. 

 
                      2.  The health care professional’s written opinion for HBV vaccination shall be limited to   
                            whether HBV vaccination is indicated for the affected employee, and if the affected  
                            employee has received such vaccination.  

 
                      3.  The health care professional’s written opinion for post exposure follow-up shall be limited   
                           to the following information: 

a. A statement that the affected employee has been informed of the results of the 
evaluation; and 

b.   A statement that the affected employee has been told about any medical 
conditions resulting from exposure to blood or other potentially infectious 
materials which require further evaluation or treatment. 

c.  All other findings or diagnosis shall remain confidential and shall not be included 
in the written report.  

 
 
 

 VI.  COMMUNICATION ABOUT HAZARDS TO EMPLOYEES 
 
        A.  Labels and Sign. 
 

1.    The City of Menasha shall ensure that biohazard labels shall be affixed to containers of 
regulated waste, refrigerators and freezers containing blood or other potentially infectious 
materials, and other containers used to store, transport or ship blood or other potentially 
infectious materials, and other containers used to store, transport or ship blood or other 
potentially infectious materials.  



 

 

2.    The universal biohazard symbol shall be used. The label shall be fluorescent orange or 
orange-red.  

 
 

3.    Red bags or containers may be substituted for labels. However, regulated waste must be 
handled in accordance with the rules and regulations of the organization having jurisdiction. 
In Wisconsin, this organization is the DNR.  

 
        B.  Information and Training 

 
1.    The City of Menasha shall ensure that all employees with potential for occupational 

exposure participate in a training program at no cost to employees. 
 
2.    The City of Menasha and/or applicable supervisors shall ensure that training is provided at 

the time of initial assignment to tasks when occupational exposure my take place and at 
least annually thereafter.  
  a.       For employees who have received training on bloodborne pathogens  in the year   
            preceding the effective date of this standard, only training with respect to the   
            provisions of the standard which were not included need be provided.  
  b.       Annual training for all employees with potential for occupational exposure shall be    
            provided within one year of their previous training. 
 

3.    The City of Menasha shall provide additional training when changes such as  
modifications of task or procedures affect the employees potential for  
occupational exposure. The additional training may be limited to addressing  
the new exposures created, or new protocols or protection to be  
implemented.  
 

4.    Material appropriate in content and vocabulary to educational level, literacy and language 
of employees shall be used. (Appendix H contains the required minimum content for 
trainings.) 

 
5.    The person conducting the training shall be knowledgeable in subject matter covered by the 

elements contained in the training program, as it relates to the workplace.  
 

VII.  RECORDKEEPING 
 

A.  Medical Records 
 
     1. The City shall establish an accurate medical record for each employee with occupational 

exposure, which will be kept at City Hall – Human Resources Department and shall include 
(See Appendix I): 

 
 



 

 

a.         Name and social security number of employee; 
b. Copy of employee’s hepatitis B vaccination record or declination form and any 

additional medical records related to hepatitis B. (Hepatitis B vaccination records or 
declination forms will be kept in the Health Department); 

c.  If exposure incident(s) have occurred, a copy of all results of examinations, medical 
testing, and follow-up procedures;  

d. If exposure incident(s) have occurred, City’s copy of the health care professional’s 
written opinion;  

e. If exposure incident(s) have occurred, City’s copy of information provided to the 
health care professional: i.e. exposure incident investigation form and results of the 
source individual’s blood testing, if available and consent has been obtained for 
release.  

 
   2.    The City of Menasha shall ensure that the employee’s medical records are kept confidential 

and are not disclosed or reported without the employee’s expressed written consent to any 
person within or outside of the City of Menasha except as required my law. These medical 
records shall be kept separate from other personnel records.  

 
                  3.  These medical records shall be maintained for the duration of employment plus 30 years.  

 
B.  Training Records (See Appendix H) 
 

1.  The City of Menasha is responsible for maintaining training records which shall include: 
a.      The date of the training session; 
b.       The contents or a summary of the training sessions; 
c.       The names and qualifications of persons conducting the training;  
d.      The name and job title of all persons attending the training session. 
 

2.  Training records shall be maintained for three years from the date the training occurred.  
 

C.  Availability of Records 
 

1.  The City of Menasha shall ensure: 
a.       All records required to be maintained by this standard shall be made available upon   
          request to Department of Safety and Professional Services (or designee) for  
          examination and copying. 

         b.      Employee training records required by this standard shall be provided upon request for    
                  examination and copying to employees, to employee representatives, and to the 

Department of Safety and Professional Services (or designee). 
         c.      Employee medical records required by this standard shall be provided upon request for 

examination and copying to the subject employee and/or designees, to anyone having 
written consent of the subject employee and to the Department of Safety and 
Professional Services.  

          d.     A log of needle stick/sharps injuries shall be kept for a minimum of five years. A sharps 
injury log must be maintained in a manner that protects the privacy of employees. At a 
minimum, the log will contain the location of the incident, type of sharps and 
description of incident. (Appendix K) 

 
 



 

 

          D.  OSHA Recordkeeping 
      
  1.  Exposure incidents are evaluated to determine if the incident meets OSHA’s Recordkeeping 

Requirements (29 CFR 1904) 
    a.    OSHA – reportable exposure incident s, including splashes to mucous membrane, eyes,   
                  or non-intact skin, shall be entered as injuries on the OSHA 300 Log. 

 
2.    The City of Menasha shall comply with the requirements involving the transfer of records 

set forth in this standard. 
 
 
 

 
 
 
 
 
 

VIII.  EVALUATION AND REVIEW  

 

 

It shall be the responsibility of the City of Menasha to review and update this 
Exposure Control Plan at least annually and whenever necessary to reflect new or 
modified tasks, procedures or protocols, which affect occupational exposure and to 
reflect new or revised employee positions with occupational exposure.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
  
 

 
 
 
 
 
 
 
 
 
 
 
 







































 

 

 

Appendix B 

SPS 332.15 

 
SPS 332.15   OSHA Safety and health standards. Except as provided in s. SPS 332.16 and 

subch. IV, all places of employment and public buildings of a public employer shall comply with 

the federal Occupational Safety and Health Administration (OSHA) requirements adopted under 

s. SPS 332.50. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 

                                Appendix C 
 
                                       City of Menasha 
OCCUPATIONAL EXPOSURE TO BLOODBORNE PATHOGENS 
JOB CLASIFICATIONS AND ASSOCIATED TASKS/PROCEDURES 

 
 

CLASSIFICATION/POSITION       CATEGORY I 
(Has Exposure) 

  CATEGORY II 
(Collateral Exposure) 

    NO 
EXPOSURE 

  IDENTIFIED TASKS    
     & PROCEDURES 

Public Health Nurse  X   Give immunizations. Perform 
capillary needle sticks for 
blood glucose, lead and Hgb 
testing. CPR/First Aid 

     

Dental Hygienist X   Oral screenings. Dental 
sealant placement. 
Application of fluoride 
varnish. 

     

Police Officers X   Pat down searches. Handling 
drug paraphernalia evidence. 
CPR/First Aid.  

     

Street/Sanitation Worker  X  Collect household trash when 
using manual means 

     

Parks Employee  X  Collect trash in parks. Clean 
up of park shelters.  

     

Maintenance Department  X  Building cleaning.  

     

Maintenance Department- 
Police 

 X  Clean holding cell. 

     

Summer Pool Employees  X  CPR/First Aid 

     

Summer Rec. Employees  X  CPR/First Aid 

 
 
 
 
 
 
 
 
 
 



 

 

 
A list of tasks and procedures performed by employees in the above job classifications in which exposure to 
bloodborne pathogens may occur is required. Task/procedures may include, but are not limited to, the following 
examples: 
 
1. Care of minor injuries that occur, i.e. bloody nose, scrape, minor cut; 

2. Initial care of injuries that require medical or dental assistance, i.e. damaged teeth, broken bone protruding 
though the skin, severe laceration; 

 
3. Initial care of individuals who may need cardiopulmonary resuscitation.  

4. Care of individuals who exhibit behaviors that may injure themselves or others, i.e. biting, hitting, 
scratching; 

 
5. Care of injured person during a sport or recreational activity;  

6. Cleaning tasks associated with body fluid spills including decontaminating facilities or vehicles contaminated 
with blood or other potentially infectious materials.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 

 

Appendix D 
 

City of Menasha 
EXPOSURE INCIDENT REPORTING FORM 

 

Date of Incident: _________________________  Time of Incident: _________________________ 

Location: _____________________________________________________________________________ 

Employee(s) Involved: ___________________________________________________________________ 

Potentially Infectious Materials Involved: 
 Type:__________________________________________________________________________ 

 Source:________________________________________________________________________ 

Circumstances (what was occurring at the time of the incident):_________________________________ 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

How was the incident caused (accident, equipment malfunction, etc. List any tool, machine or equipment 
involved): _____________________________________________________________________________ 
 
______________________________________________________________________________________ 
 
______________________________________________________________________________________ 

Personal protective equipment being used at the time of the incident: ____________________________ 

______________________________________________________________________________________ 

Actions taken (decontamination, clean-up, reporting, etc.):______________________________________ 

______________________________________________________________________________________ 

Recommendations for avoiding repetitive of incident:__________________________________________ 

______________________________________________________________________________________ 

Name of source (if known):____________________________   DOB (if known):______________________ 

Completed by:__________________________________________    Date: __________________________ 

Return completed form to immediate supervisor. 

Form sent to Public Health Director __________________    _______________________________ 
                Date      Supervisor’s Signature 

Form received by Public Health Director ______________ 
       Date 

 
 

 



 

 

 
 

Appendix E 
 
 
 

City of Menasha 
 

BLOODBORNE PATHOGEN – HEPATITIS B VACCINATIONS 
 
 

              Declination Statement: 
 

I understand that due to my occupational exposure to blood or other potentially infectious 
materials, I may be at risk of acquiring hepatitis B virus (HBV) infection.  I have been given  
the opportunity to be vaccinated with hepatitis B vaccine, at no charge to me.  However, I  
decline hepatitis B vaccination at this time.  I understand that by declining this vaccine, I  
continue to be at risk of acquiring hepatitis B, a serious disease.  If in the future, I continue 
 to have occupational exposure to blood or other potentially infectious materials and I want  
to be vaccinated with the hepatitis B vaccine, I can receive the vaccination series at no charge  
to me.  
 
 
 
________________________________________ ______________________________ 
Employee Signature     Date 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 

 
 

Appendix F 
 

City of Menasha 
BLOODBORNE PATHOGENS EXPOSURE CONTROL PLAN 

 
EXPOSURE INCIDENT CHECKLIST 

 
EMPLOYEE 

__________ Report exposure incident to your supervisor. 

__________ Write report describing the incident. 

__________ Obtain post-exposure medical assessment through the Menasha 
  Health Department or the emergency department at Theda Clark 
  Regional Medical Center. 

__________ Physician to fill out “Health Care Professional Written Opinion Post 
     Exposure Follow Up”  (Appendix G) or similar form. 

__________ Employee to fill out “Follow Up of Employee to Blood/Body Fluid” 
  (Appendix F). 
 
SUPERVISOR 

__________ Review City Policy, Bloodborne Pathogens Exposure Control Plan. 

__________ Fill out the necessary Worker’s Compensation forms.  

__________ Attempt to persuade the source individual to consent to testing for 
  HIV and HBV (Document efforts in report). 

__________ Ensure that the employee responded to the Health Department or 
  TCRMC, and that the necessary forms are completed.  

__________ Review the paperwork and submit to Health Department.  

 

 

 

 

 

 

 

 



 

 

 
 

Appendix G 
 

City of Menasha 
HEALTH CARE PROFESSIONAL WRITTEN OPINION  (optional) 

POST EXPOSURE FOLLOW UP EVALUATION 
 

TO BE FILLED OUT BY HEALTH CARE PROFESSIONAL AFTER 2ND VISIT AND RETURNED TO THE CITY OF 
MENASHA PERSONNEL DEPARTMENT.  
 
 
 
I saw __________________________ (patient name) for a post blood/body fluid exposure evaluation on 

___________________ (date). 

The employee has ______ has not ______ been informed of the results of the evaluation.  

The employee has ______ has not ______ been told about any medical conditions which could result from 

the exposure incident to blood or other potentially infectious materials which require further evaluation 

or treatment.  

 
______ It is my recommendation that the Hepatitis B vaccine be given to this employee. Vaccination 
received __________________ (date).  
 
______ Based on the information available to me in confidential medical record, I do not recommend the 
Hepatitis B vaccine at this time.  
 
Signed: __________________________________________ 

Print Name: ____________________________________ 

Address: ____________________________________ 

  ____________________________________ 

Date:  ____________________________________ 

 
A signed copy of this written opinion was given to the above name employee on  ____________________.   

                                                                                                                                                                    (date) 

 
 
 
 
 
 
 



 

 

Appendix H 
City of Menasha 

 INFORMATION AND TRINING OF EMPLOYEES 
WITH POTENTIAL EXPOSURE TO BLOODBORNE PATHOGENS 

 
Date(s) of Training:_________________________________________________________________ 

Trainer(s) Name andQualifications:____________________________________________________ 

Name and Job Titles of all Employees Attending This Training: (Attach separate page) 

Agenda and/or Materials Presented to Training Participant Include: 

______    An accessible copy of the text of the OSHA Standard. 

______    A general explanation of the epidemiology and symptoms of bloodborne diseases. 

______    An explanation of the modes of transmission of bloodborne pathogens (namely, Hepatitis    
                     B, Hepatitis C and HIV) 

 
 

______    An explanation of the exposure control plan and the means by which employees can  
    obtain a copy of the written plan.  

______    An explanation of the appropriate methods for recognizing task/activities that may   
                     involve exposure to blood and other potentially infectious materials.  

 
 

______    An explanation of the use and limitations of method that ill prevent or reduce  exposure: i.e.    
                     engineering controls, work practices, and personal protective equipment.  
 
______    Information on the types, proper use, location, removal, handling, decontamination,  and  
                     disposal of personal protective equipment or other contaminated items.  

 
 
 

______    An explanation of the basis for selection of personal protective equipment.  
 
______    Information on the HBV vaccine, it’s efficacy, safety, method of administration, benefits or  
                     vaccination, and provision at no cost to the employee.  
 
______    Information on the appropriate actions to take and persons to contact in an emergency involving 
                     blood and other potentially infectious materials.  
 
______    An explanation of the procedure to follow if an exposure incident occurs, the method of reporting,  
                     and the medical follow-up that is available.  

 
 
 

______    Information on the post-exposure evaluation and follow-up that is provided.  
 
______    An explanation of the signs, symbols, and color-coding of biohazards.  
 
______    A question and answer session between the trainer(s) and employee(s).  
 
______    Provision of a list of contacts that can be resources to the employees if they have  
                    questions after training.  
 
 
 
 
 
 

Signature of Trainer:_____________________________________ Date:_____________________ 



 

 

 

Bloodborne Pathogen Training  

Sign In 

 NAME OF EMPLOYEE (Print)       DOB   JOB POSITION          SIGNATURE 

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    



 

 

Appendix I 
 

City of Menasha 
EMPLOYEE MEDICAL RECORD CHECKLIST 

 
 

NAME:___________________________________________________________________ 
 
SOCIAL SECURITY NUMBER:__________________________________________________ 
 
JOB CLASSIFICATION:_______________________________________________________ 
 
_____ Copy of employee’s Hepatitis B Vaccination record or declination form. Attach any 
 additional medical records relative to Hepatitis B.  (Kept at Health Department.) 
 
 

 
 
 
_____ Brief Description of Exposure Incident: _______________________________________ 
 
                  _______________________________________________________________________ 
 
   _______________________________________________________________________ 
 
_____ Log and attach the City’s copy of information provided to the health care professional. 
 
 ______ Exposure Incident Report Form 
 
 ______ Results of the source individual’s blood testing, if available.  
 
_____ Log and attach the City’s copy of the health care professional’s written opinion.  

 
 
 
 
 
 
 
 
 
 
 
 
 

 
 



 

 

 

Appendix J 
Physician Letter for Post-Exposure Evaluation  

 
 

Dear Dr.  
 
I am referring a City of Menasha employee ____________________________ to you for 
Post-exposure evaluation secondary to a potential bloodborne pathogen worksite exposure. 
 
Please find attached the following resource information: 
 

 SPS 332.15. 

 Employee’s job description as it relates to the exposure incident and required personal protective 

equipment. 

 Documentation of route and circumstances of the exposure.  

 Results of source individual’s blood testing, if obtained. 

 Relevant medical records.  

 

To comply with the Department of Safety and Professional Services Standard, I need a written report of your 
evaluation within 15 days. I have attached a post-exposure evaluation form for your convenience.  
 
Thank you for your time and consideration. If you have any questions, please feel free to call me at 967-3520. 
 
Sincerely, 
 
 
Public Health Director 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 

Appendix K 

Needle-Stick Injury Log 

(insert dates) 

City of Menasha 

 

Date of Injury     Employee Job 
   Title/Category 

      Location of  
    Incident Work  
               Area 

     Brand/Type 
        of Sharp 

    Description of 
          Incident 
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CITY OF MENASHA 
 EXCAVATION PROGRAM 

 
 
A.  PURPOSE 
 

To outline safe practices and guidelines for the protection of City of Menasha employees working in 
and around excavations and trenches. 
 
To comply with the Wisconsin Department of commerce Administrative Code Chapter Comm 32.15, 
32.38, 32.39 and the State of Wisconsin adopted Occupational Safety and Health (OSHA) 
construction Standard 29 CFR 1926.650, Excavations.  

 
B.  RESPONSIBILITIES 
 
 Department Heads shall be responsible for: 

A. Ensuring that appropriate equipment and safety equipment are provided to employees 
involved in trenching and excavation operations. 

B. Ensuring that applicable training has been provided to affected employees. 
 

Supervisors shall be responsible for: 
A. Ensuring that all affected employees have received the appropriate training and safety 

equipment they need to protect themselves. 
B. Ensuring at least one competent person is on-site at all times. 
C. Enforcing the safe practices outlined in the adopted trenching and excavation safety policy. 

 
Competent Person shall be responsible for: 

A. Applying the proper training and equipment to safely work in trenches and excavations. 
B. Ensuring that all hazards have been identified. 
C. Complying with safe practices established in the adopted trenching and excavation safety 

policy. 
D. Taking prompt corrective measures to eliminate any hazardous or dangerous conditions. 
E. Completing the Trenching - Competent Person Checklist Form. 

 
C.  DEFINITIONS 
 

Benching - means a method of protecting employees from cave-ins by excavating the sides of an 
excavation to form one or a series of horizontal levels or steps, usually with vertical or near-vertical 
surfaces between levels. 
Cave-in - means the separation of a mass of soil or rock material from the side of an excavation, or 
the loss of soil from under a trench shield or support system, and its sudden movement into the 
excavation, either by falling or sliding, in sufficient quantity so that it could entrap, bury, or 
otherwise injure or immobilize a person. 
 
Competent Person - means someone who is capable of identifying existing and potential hazards in 
the surroundings, or working conditions that are unsanitary, hazardous, or dangerous to employees, 
and who has authorization to take prompt corrective measures to eliminate them.   
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Excavation - means any man-made cut, cavity, trench, or depression in an earth surface, formed by 
earth removal which is greater than or equal to 5’ in depth (or with a potential for collapse), and the 
width is not greater than 15’ (measured at the bottom). 
 
Sheeting - means the members of a shoring system that retain the earth in position and in turn are 
supported by other members of the shoring system. 
 
Shield (Shield System) - means a structure that is able to withstand the forces imposed on it by a 
cave-in and thereby protect employees within the structure.  Shields can be a permanent structure 
or can be designed to be portable and moved along as work progresses.  Shields used in trenches 
are usually referred to as a “trench box” or “trench shield”. 
 
Shoring (Shoring System) - means an engineered support system constructed of timber or 
mechanical systems. Mechanical systems can include aluminum hydraulic, screw jack, or pneumatic. 
Shoring systems consist of uprights, cross braces, wales, struts and sheeting designed to support the 
sidewalls of an excavation and prevent cave-ins when sloping is impractical. 
 
Sloping (Sloping System) - means a method of protecting employees from cave-ins by excavating to 
form sides of an excavation that are inclined away from the excavation so as to prevent cave-ins.  
The angle of incline varies with differences in such factors as the soil type, environmental conditions 
of exposure, and application of surcharge loads. 
 
Soil Type - Soils are characterized by their physical properties and typed A, B, or C. 
 
Tabulated Data - means tables and charts approved by a registered professional engineer and used 
to design and construct a protective system. 
 
Uprights - means the vertical members of a trench shoring system placed in contact with earth and 
usually positioned so that individual members do not contact each other. Uprights placed so that 
individual members are closely spaced, in contact with or interconnected to each other, are often 
called “sheeting.” 
 
Wales - are horizontal members of shoring system placed in the direction of the excavation face 
whose sides bear against the vertical members of the shoring system or earth (the uprights or 
sheeting). 
 

D. SOIL TYPES 
 

Type A  Cohesive soils with an unconfined compressive strength of 1.5 tons per square foot (tsf) 
or greater (i.e. clay) 

 
Type B  Cohesive soils with an unconfined compressive strength of greater than .05 tsf but less 

than 1.5 tsf (i.e. silt, sandy loam) 
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Type C  Cohesive soil with an unconfined compressive strength of .05 tsf or less (i.e. granular 
soils including gravel, sand and loamy sand, submerged soil or dense, heavy unstable 
rock, and soil from which water is freely seeping). NOTE: This includes previously 
disturbed soils which are routinely found when working in areas such as: roadways, 
sidewalks, terraces, and easements.   

 
IMPORTANT POLICY NOTE: Although each soil condition carries its own requirements for providing 
protective systems, it shall be the policy of the City of Menasha  that the most conservative 
approach will be taken. Rather than use the mandatory manual and visual test to classify the soil 
type. ALL soils shall be considered “TYPE C” soils and a protective system must be used to maximize 
protection for employees during trenching and excavation operations. 

 
E. SAFE OPERATIONAL PRACTICES 
 
 All City of Menasha  employees must comply with the following safe practices prior to and during 

entry of a trench or excavation to ensure employee safety.  
 

A.  A designated competent person shall conduct trench, protective system, and adjacent area 
inspections: 

1. Daily and prior to the start of work and as needed throughout the shift. 
2. As dictated by the work being done in the trench. 
3. After every rainstorm. 
4. After other events that could increase hazards, such as snowstorm, windstorm, thaw, 

earthquake, dramatic change in weather, etc. 
5. When fissures, tension cracks, sloughing, undercutting, water seepage, bulging at the 

bottom, or other similar conditions occur. 
6. When there is a change in the size, location, or placement of the spoil pile. 
7. When there is any indication of change or movement in adjacent structures. 

 
A. Employees exposed to hazardous trench or excavation conditions are to be removed from 

these areas until precautions have been made and the area has been inspected by the 
competent person. 

 
B. A Trenching – Competent Person Checklist Form (See Attachment 1) shall be filled out for 

each inspection by a competent person for all excavations 5 feet or greater in depth. 
 

C. Underground utilities must be located and marked before excavations begin. Utility 
installations must be protected, supported, or removed to protect employees. 

 
D. Trenches 4 feet or more in depth shall have a means of egress (i.e., ladder, ramp).  

 
E. A ladder must be appropriately secured and extend a minimum of 3 feet above the top of 

the protective system or top grade of trench.  
 

F. Ladders or other means of egress must be so located so that an employee does not have to 
travel more than 25 feet laterally to the nearest means of egress. 

 



 

Trenching and Excavation Safety Policy                                                                                                                                     Page 4 of 16 

G. Employees exposed to vehicular traffic on highways, roads, streets or their easements shall 
be provided and required to wear reflective vests or other suitable garments marked with or 
made of reflectorized or high visibility materials that meet the current ANSI/ISEA 107-2004 
standard.                                                                                           

 
H. Traffic control devices and flag persons shall be used to warn traffic and create a safe work 

zone in accordance with current MUTCD guidelines. 
 

I. Warning lights and 4-way flashers on all vehicles and heavy equipment shall be used on 
highways, roads, streets or their easements to enhance visibility. 

 
J. Employees are not allowed to work under raised loads. 

 
K. Employees are not allowed to work directly under loads being lifted or moved by heavy 

equipment used for digging or lifting. Employees must also stand far enough away from any 
vehicle being loaded or unloaded to prevent being struck by any spillage or falling materials. 

 
L. Operators and/or drivers may remain in their equipment or vehicle cab compartments 

during loading and unloading operations if the compartments meet the current safety 
design standards. ( Reference: 29 CFR 1926.601 (b)(6) and Federal DOT  Regulations) 

 
M. The following steps must be taken to prevent vehicles from accidentally falling into an open 

trench or excavation: use of barricades where practical, use of stop logs where practical, or 
have another employee use hand signals. 

 
N. Employees may not work in any trench or excavation over 4 feet in depth without another 

employee present at the top of the trench or excavation. The top person must be someone 
other than the equipment operator when the person in the trench is not in the operator’s 
constant view. 

 
O. Trench or excavation openings must be adequately barricaded by using, at a minimum, 

fencing and/or flashing barricades on all sides when work is not in progress. Public 
thoroughfares, common paths, or sidewalks shall be barricaded a minimum of 10 feet from 
the excavation site. Any trench or excavation greater than 4 feet deep that is to be left 
unattended for greater than 24 hours, or is subject to water retention, must be fenced to a 
height of at least 4 feet using appropriate fencing materials. 

 
P. Employees working on trench or excavation job sites must wear ANSI approved hard hats 

and safety glasses due to the inherent struck-by and falling debris hazards. 
 

Q. Employees shall not be permitted to enter, or work in, a trench or excavation greater than 4 
feet in depth if a hazardous or toxic atmosphere is suspected or exists (i.e., oxygen 
deficiency, combustible gas concentration greater than 10% of the lower flammable limit, 
and hazardous substance concentrations).  

 
R. Atmospheric testing must be conducted prior to and during entry if there is a trench or 

excavation greater than 4 feet in depth.  
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S. If water accumulation occurs in the trench, employees must protect the trench from cave-in 
with special systems or remove the accumulated water with equipment monitored by the 
competent person. 

 
T. If the nature of work interrupts the natural drainage flow of surface water, a measure must 

be used to prevent surface water from entering the excavation and to provide drainage to 
an area adjacent to the trench and excavation. 

 
U. Sidewalks, pavement sections, and curb lines shall not be undermined unless a support 

system or another method of protection is provided to protect employees from their 
possible collapse. 

 
V. Spoil piles, equipment, or other materials shall be no closer than 2 feet from the surface 

edge of the trench which is measured from the nearest base of the spoil or equipment to 
the cut. NOTE: Where more surface space is possible, the distance should be increased to ½ 
of the trench’s depth from the cut edge.  

 
W. Spoil piles, equipment, or other materials should be placed so that it cannot accidentally 

run, slide, or fall back into the trench or excavation opening. 
 

X. Spoil piles, equipment, or other materials should be placed so that it channels rainwater and 
other run-off water away from the trench or excavation opening. 

 
F. PROTECTIVE SYSTEM REQUIREMENTS 
 

There are three acceptable methods for providing protection in trench and excavation work. All 
trenches and excavations greater than 5 feet in depth, or those less than 5 feet if the soil is 
unstable, shall be properly protected using a recognized sloping, shielding and shoring method. Any 
trench or excavation that is 20 feet deep or greater must have a protective system that has been 
designed by a registered professional engineer.  
 
The following requirements are to be followed regardless of which method is to be utilized: 
 

A. Sloping and Benching Guidelines 
 

1. SLOPING – The slopping of the sides of the trench or excavation must be inclined 
away from the trench or excavation at an angle of 1.5 feet wide for every 1 foot in 
depth. (See Attachment 2)  

 
2. BENCHING – The benching of the sides of the trench or excavation must be inclined 

away from the trench or excavation and benched with 4 feet horizontal and 2.5 feet 
vertical steps to the surface of the excavation. Benching is not allowed in Type C 
soils. (See Attachment 3) 

 
B. Shielding Guidelines 
 

1. Only employees and egress ladders are allowed within the shielded area. 
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2. Employees must enter and leave the shield in a protected manner by using a ladder 
or ramp. 

3. Employees must stay within the trench shield. 
4. Employees may not remain in a shield when it’s being moved. 
5. A copy of the manufacturer’s tabulated data must be present and accessible on the 

job site.  
6. Shields are to be maintained and used according to the manufacturer’s general 

requirements and tabulated data.  
7. Shield equipment modifications must be approved by the manufacturer. 
8. Multiple shields must be connected using the appropriate locking devices. 
9. A trench box or trench shield must be set so that its top edge minimally reaches the 

top level of the excavation, or extends slightly above grade to prevent materials 
from rolling into the trench opening. A trench box or trench shield must be set 
within 2 feet of the trench bottom. Where the top of the trench box or trench shield is 
below grade, it must extend a minimum of 18 inches above the vertical part of the 
trench wall (See Attachment 3 – Slope and Bench Configurations). Make sure the 
Manufacturer’s Tabulated Data is reviewed to ensure proper installation methods are 
being followed. 

10. Space between the shield and trench wall should be as small as possible. Space 
should be backfilled to prevent lateral movement of the box.  

11. Backfilling is to occur immediately following the removal of the shield system. 
 

C. Shoring Guidelines 
 

1. Shoring equipment is to be maintained and used according to manufacturer’s 
general requirements and tabulated data.  

2. A copy of the manufacturer’s tabulated data must be present and accessible on the 
job site. 

3. Any modifications must be approved by the manufacturer. 
4. Damaged shoring equipment must be examined by a competent person before 

using. 
5. Backfilling is to occur immediately following the removal of shoring systems. 
6. Shoring equipment must be installed starting from the top of the excavation 

working downward to the bottom. 
7. Shoring equipment must be removed starting from the bottom working upward to 

the top. 
8. Employee shall never be lower than waist deep to the lowest cross brace while 

installing or removing shore equipment. 
9. Hydraulic shoring systems must be checked at least once during the shift (looking 

for leaking hoses, leaking cylinders, bent bases, etc.). 
10. Shoring uprights must extend at least 2 inches above the trench edge, and must 

extend all the way to the trench bottom. 
11. Shoring uprights must be placed no greater than 4 feet apart unless stipulated 

differently by the manufacturer’s general requirements and tabulated data.    
12. Cross braces must be placed no greater than 4 feet apart unless stipulated 

differently by the manufacturer’s general requirements and tabulated data.  
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13. Cross braces must be placed no less than 2 feet from top of trench edge unless 
stipulated differently by the manufacturer’s general requirements and tabulated 
data.       

14. Cross braces are placed no less than 2.5 feet from bottom of trench unless 
stipulated differently by the manufacturer’s general requirements and tabulated 
data.  

15. Shoring systems must be re-inspected for possible failures by a competent person 
each time the trench or excavation is left unattended (i.e., lunch, breaks or 
overnight).                                                                                                                                                                                                                                                                                                                                                                  

 
G. TRAINING 
 

All affected City of Menasha employees involved in trenching or excavation work must be trained in 
the requirements of this policy prior to assignment.  Refresher training for affected employees shall 
be provided whenever there is a change in their job assignments, a change in equipment or 
processes that present a new hazard, when there is a change in established procedures, or 
whenever a periodic inspection reveals  that an employee does not have the necessary knowledge 
or skills to safely work in or around trenches or excavations. 
 
The City of Menasha shall certify that affected employee training has been accomplished and is 
being kept up to date. Training records shall contain each employee’s name and dates of training. 

 
H. EMERGENCIES AND RESCUE PROCEDURES 

 
If you are about to be buried in a cave-in: 
 

A. Yell to get someone’s attention. 
B. Cover your face with your arms. 
 
C. Do not struggle to free yourself, just wait calmly for rescue. 

 
If you are watching someone being buried in a cave-in: 
 

1. DO NOT attempt to rescue them yourself. NEVER ENTER THE TRENCH! 
 
2. Call 911 and report the incident as an “Emergency … Trench Collapse”. Give the dispatcher 

the trench location, number and type of injuries, trench measurements and special hazard 
information. 

 
3. Mark the spot where victim was last seen inside the trench. Use a piece of clothing, spray 

marking paint, a hard hat, or rock to mark the location. If the victim is only partially buried, 
attach a line to them as soon as possible so that they can be relocated quickly in the event 
of another cave-in. 

 
4. Contact the department head to report the incident as an “emergency … Trench Collapse”. 

Give the office staff the trench location, and number and type of injuries. (NOTE: Tell office 
to dispatch a Vac-All or Jet-All unit to assist in the rescue efforts if one is available internally 
or from an adjoining municipality.) 
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5. Set up a trench box and place over the collapsed area. If extra hydraulic or pneumatic 

shoring equipment is available on the job site, begin setting up equipment, if needed. 
NEVER GO INTO AN UNPROTECTED TRENCH! 

 
6. Start hand digging inside the protected area. Never use a backhoe to dig. Continue hand 

digging until rescue personnel arrive and/or the Vac-All. 
 

7. If you reach the victim before the emergency personnel arrive avoid moving the victim’s 
neck and spine, and check for airway … breathing … and circulation. 

 
8. Assist emergency personnel with establishing a large enough rescue site and traffic control. 

Do not allow unauthorized personnel near the area. The area must be preserved for 
accident investigation by local and state agencies. 

 
 
I. ATTACHMENTS – REFERENCE INFORMATION 
 

Attachment 1  Trenching – Competent Person Checklist Form  
 

Attachment 2 Sloping Configurations 
 

Attachment 3 Benching Configurations 
 

Attachment 4 Causes of Trench Failure 
 

Attachment 5 Soil Classification  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

Trenching and Excavation Safety Policy                                                                                                                                     Page 9 of 16 

Attachment 1 
 

TRENCHING – COMPETENT PERSON CHECKLIST FORM 
 

Location:  ___________________________________                            Date: ______________ 

 
Reason: _________________________________   Competent Person _____________________ 
 
 
1.  Soil Classification (Type A, B, or C): ________ 

 Comments: ________________________________________________________ 
 
2.  Surface Encumberments:  Yes [   ]     No [   ] 

 Comments: ________________________________________________________ 
 
3.  Utilities Involved:  Yes [   ]     No [   ] 

 Comments: ________________________________________________________ 
 
4.  Overhead Lines:   Yes [   ]       No [   ] 

 Comments: __________________________________________________ 
 
5.  Trench Dimensions:  Length _________  Width _________ Depth _________ 
 
6.  Method of Protective System: 
 
 A.  Shield:    Yes [   ]      No [   ] 

  Comments: _____________________________________________ 
 
 B.  Shoring:   Yes [   ]      No [   ] 

  Comments: _____________________________________________ 
 
 C.  Sloping:   Yes [   ]     No [   ] 

Comments: _____________________________________________ 
 
7.  Air Quality Readings (mandatory) 
     Top         4’   8’      12’         16’ 

Oxygen (>19.5%) _____     _____     _____     _____     _____ 
 CO (<35 ppm)  _____     _____     _____     _____     _____ 
 H2S (<10 ppm)  _____     _____     _____     _____     _____ 
 Combustibility  (<10%) _____     _____     _____     _____     _____ 
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8.  Mechanical Ventilation:    Yes [   ]      No [   ] 

 Comments: __________________________________________________ 
 
9.  Ladder used (must extend 3’ above trench or protective system):   Yes [   ]     No [   ] 

Comments: __________________________________________________ 
 
10.  Traffic Control:  Yes [   ]     No [   ] 

 Comments: __________________________________________________ 
 
11.  General Safety Checklist: 

 Barricades:  Yes [   ]     No [   ] 
 Fencing:  Yes [   ]     No [   ] 
 Plating Material: Yes [   ]     No [   ] 
 
 
NOTE:  Contact “911” if an emergency arises. 
 
 
Competent Person:  _________________________________________________ 
   Signature 
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Attachment 2 
 
 
 
 
 

SLOPING CONFIGURATIONS 
Excavations in Layered Soils 
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Attachment 3 

 
 

BENCHING CONFIGURATIONS 
Excavations made in “TYPE A” Soil 

  

   

  

  

 
 
 

BENCHING CONFIGURATIONS 
Excavations made in “TYPE B” soil 

 

  
 
 
 

SLOPE AND BENCH CONFIGURATIONS 
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Attachment 4 
 

CAUSES OF TRENCH FAILURE 
 
A number of stresses and deformations can occur in an open cut or trench. For example, increases or 
decreases in moisture content can adversely affect the stability of a trench or excavation. The following 
diagrams show some of the more frequently identified causes of trench failure. 

TENSION CRACKS Tension cracks usually 
form at a horizontal distance of 0.5 to 0.75 
times the depth of the trench, measured 
from the top of the vertical face of the 
trench. See the accompanying drawing for 
additional details.  

TENSION CRACK 
 

 

  

 

SLIDING or sluffing may occur as a result of 
tension cracks, as illustrated below.  

SLIDING 

 
  

TOPPLING  In addition to sliding, tension 
cracks can cause toppling. Toppling occurs 
when the trench's vertical face shears along 
the tension crack line and topples into the 
excavation.  

TOPPLING 

 
  

SUBSIDENCE AND BULGING            An 
unsupported excavation can create an 
unbalanced stress in the soil, which, in turn, 
causes subsidence at the surface and bulging 
of the vertical face of the trench. If 
uncorrected, this condition can cause face 
failure and entrapment of workers in the 
trench.  

SUBSIDENCE AND BULGING 
                      

 

  

HEAVING OR SQUEEZING  Bottom heaving or 
squeezing is caused by the downward 
pressure created by the weight of adjoining 
soil. This pressure causes a bulge in the 

          HEAVING OR SQUEEZING  
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bottom of the cut, as illustrated in the 
drawing above. Heaving and squeezing can 
occur even when shoring or shielding has 
been properly installed.  

 
        

BOILING is evidenced by an upward water 
flow into the bottom of the cut. A high water 
table is one of the causes of boiling. Boiling 
produces a "quick" condition in the bottom 
of the cut, and can occur even when shoring 
or trench boxes are used.  

BOILING 

 

 

NOTE: UNIT WEIGHT OF SOILS refers to the weight of one unit of a particular soil. 
The weight of soil varies with type and moisture content. One cubic foot of soil can 
weigh from 110 pounds to 140 pounds or more, and one cubic meter (35.3 cubic 
feet) of soil can weigh more than 3,000 pounds.  
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Attachment 5 
 

SOIL CLASSIFICATION 
 
 
Stable Rock – Natural solid mineral matter that can be excavated with vertical sides and remain intact 
while exposed. 
 
Type A Soil – Cohesive soils with an unconfined, compressive strength of 1.5 ton per square foot (tsf) or 
greater.  Examples of cohesive soils are: 
 

A. Clay 
B. Silty Clay 
C. Sandy Clay 
D. Clay Loam 
E. Silty Clay Loam (in some cases) 
F. Sandy Clay Loam (in some cases) 
G. Cali 
H. Hardpan 

 
Soil is not Type A if the soil is fissured; subject to vibration; has been previously disturbed; is part of a 
sloped, layered system where the layers dip into the excavation on a slope of four horizontal to one 
vertical or greater; or the soil is subject to other factors that would require it to be classified as a less 
stable soil. 

 

Type B Soil – Cohesive soil with an unconfined compressive strength greater than 0.5 tsf but less than 
1.5 tsf or granular cohesionless soils including: 

A. Angular gravel (similar to crushed rock) 
B. Silt 
C. Silt Loam 
D. Sandy Loam 
E. Silty Clay Loam (in some cases) 
F. Sandy Clay Loam (in some cases) 
G. Previously disturbed soils not classified as Type C 
H. Soil that meets unconfined compressive strength or cementation requirements for Type 

A soil but is fissured or subject to vibration 
I. Unstable dry rock 
J. Soil that is part of a sloped, layered system where the layer dip into the excavation on a 

slope less steep than four horizontal to one vertical, but only if the material would 
otherwise be classified as Type B. 

 

Type C Soil – Cohesive soil with an unconfined compressive strength of 0.5 tsf or less or granular soils 
including: 

A. Gravel 
B. Sand 
C. Loamy Sand 
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D. Submerged soil or soil from which water is freely seeping 
E. Unstable submerged rock 
F. Material in a sloped, layered system where the layers dip into the excavation or a slope 

of four horizontal to one vertical or steeper. 



FLEET SAFETY POLICY 
 

I.   PURPOSE: 
 
The purpose of the fleet safety policy is to prevent vehicle accidents and promote safe driving 
practices while maintaining City of Menasha vehicles and heavy equipment in proper operating 
condition. This fleet safety policy also serves as the uniform best practice standard governing 
the privilege of operating City of Menasha vehicles and/or heavy equipment within the scope of 
employment.  
 
This fleet safety policy applies to all City of Menasha full-time, part time, seasonal and volunteer 
employees. In addition to the provisions of this policy, all employees are required to comply 
with applicable Federal and Wisconsin DOT motor vehicle and local traffic laws, and the 
established City of Menasha driving safety work rules, best practices and procedures.  
 
II.   RESPONSIBILITIES: 
 
Department Heads 
Department Heads have the responsibility to implement the adopted fleet safety policy and 
overall fleet safety program by:  
 

A. Directing all supervisors and employees to endorse and comply with the adopted policy 
and program components.  

B. Identifying and setting fleet safety goals and priorities. 
C. Providing appropriate safety and financial resources. 
D. Providing support and interest in the fleet safety program.  

 
Supervisors  
Supervisors have the responsibility to:  
 

A. Provide training to employees so that they are fully qualified to drive and maintain all 
fleet vehicles and heavy equipment.  

B. Ensure the safe operation of fleet vehicles in compliance with the overall fleet safety 
program requirements.  

C. Enforce the established fleet safety policy’s driving work rules, procedures, policies and 
best practices.  

D. Thoroughly investigate all vehicle accidents 
E. Demonstrate support and interest in the fleet safety program.  
F. Conduct both annual and random license checks.  

 
EMPLOYEES 
Employees have the responsibility to:  
 

A. Comply with the directives of this fleet safety policy and overall fleet safety program. 
B. Apply their education and training to the safe operation of assigned vehicles and heavy 

equipment.  
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C. Immediately report any change in the status of their driver’s license to their immediate 
supervisor.  

D. Conduct required pre-trip inspections and preventative maintenance on assigned vehicles 
and heavy equipment. 

E. Thoroughly complete all fleet-related inspection and maintenance forms. 
F. Report unsafe conditions and /or mechanical defects. 
G. Report all accidents immediately and thoroughly complete the accident report.  

 
FLEET MAINTENANCE MANAGER 
Fleet Maintenance Manager has the responsibility to:  
 

A. Develop, schedule and ensure implementation of the City of Menasha’s preventative 
maintenance program on all vehicles and heavy equipment.  

B. Prepare specifications for purchased or leased vehicles and heavy equipment that ensure 
maximum safety features.  

C. Assist in the development of fleet safety rules, best practices, procedures and policies.  
D. Supervise the activities of the maintenance staff to ensure quality maintenance.  
E. Assist in providing training on preventative maintenance, inspection techniques, and best 

practices.  
 
ACCIDENT REVIEW COMMITTEE   
(The accident review committee consist of a representative from management, labor, and the vice 
chair of the personnel committee). 
 
Accident Review Committee has the responsibility to: 
 

A. Conduct an accident review to establish accident preventability or non-preventability.  
B. Recommend and support post accident opportunities for improvement.  

 
USE OF PERSONAL VEHICLES ON CITY OF MENASHA BUSINESS 
 
The operation of personal vehicles on City of Menasha business is a privilege which may be 
withdrawn at any time at the sole discretion of the City of Menasha.  
 
An employee must comply with the following stipulations in order to operate their personal vehicle 
on City of Menasha business:  
 

A. Prior approval of the employee’s department head.  
 
       B .   PROOF OF INSURANCE: Minimum acceptable liability insurance limits are $100,000 per     
               occurrence and $300,000 per incident. Additionally, uninsured motorists protection in the    

amount of $25,000 and property damage coverage of $25,000 is required. Acceptable proof 
of insurance, determined by the City of Menasha must be provided to the Department Head 
prior to using a personal vehicle on City of Menasha business.  

 
C.    Motorcycles and/or mopeds are not acceptable and cannot be used to conduct City of    

Menasha business and are not eligible for mileage reimbursement. All personal vehicles 
must be suitable for the use for which employees receive mileage reimbursement.  
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D.    If an employee’s regular vehicle is out of service or otherwise unavailable, it is the      
employee’s responsibility to provide an alternate vehicle if the City of Menasha does not 
have a vehicle available for assignment.  

 
E.    Employees required to provide their own vehicle will be reimbursed on a per mile basis   
       at a rate that is determined by the City of Menasha. All maintenance, operating, insurance 

and other vehicle expenses are the responsibility of the employee. It is also the employee’s 
responsibility to maintain their personal vehicle in such a manner as to ensure safe 
operation. The employee’s insurance shall be considered primary.  

 
F.    It is the employee’s responsibility to inform their insurer of the circumstances under    

              which the vehicle is operated in the City of Menasha. 
 

G.    Employees are required to submit a mileage reimbursement form on a monthly basis.     
               This City of Menasha form must be completely filled out following the adopted procedures.   

These mileage reimbursement forms are subject to audit.  The provisions of this fleet safety 
policy shall apply whether or not an employee seeks reimbursement for the use of a non-
city.  

 
H.   Any loss or restriction of driving privileges during the employee’s incumbency must be   

immediately reported to their immediate supervisor. Failure to report a status change in 
licensing such as: restriction, suspension or revocation of driving privileges will result in 
disciplinary action up to and including termination of employment.  

 
I.     Failure to comply with the City of Menasha fleet safety policy, a loss of driving privileges, or 

fraudulent reporting of vehicle use could result in disciplinary action and/or loss of the 
privilege to operate a vehicle on City of Menasha business. A loss of driving privilege will be 
reviewed on a case-by-case basis. 

 
J. The City of Menasha will review the driving records of all employees that are required to   

drive in the course of their employment on a periodic basis.   
 
 
USE OF CITY OF MENASHA VEHICLES – FLEET SAFETY DRIVING RULES AND BEST PRACTICES 
 
The operation of City of Menasha owned or leased vehicles and/or heavy equipment is a privilege 
which may be withdrawn at any time at the sole discretion of the City of Menasha. An employee 
must comply with the following fleet safety driving rules and best practices in order to continue to 
operate vehicles and heavy equipment: 
 

A. Maintain an approved and valid WI DOT-MV driver’s license with the applicable 
classifications and endorsements at all times. Any loss or restriction of driving privileges 
during the employee’s incumbency must be immediately reported to their immediate 
supervisor.  Failure to report a status change in licensing such as: restriction, suspension or 
revocation of driving privileges will result in disciplinary action up to and including 
termination of employment.  
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B. Maintain a satisfactory driving record both on and off the job. The City of Menasha will be 
reviewing driver records on both a random and routine basis.  

 
C. Employees are required to obey all Federal DOT, Wisconsin DOT-MV, local and City of 

Menasha traffic regulations.  
 

D. Seat belts and shoulder harnesses SHALL BE WORN while operating or riding in City of 
Menasha owned commercial and fleet vehicles, personal vehicles while on duty, and when 
operating heavy equipment that has been equipped with a manufacturer’s installed seat 
belt and a rollover protection (ROP) feature. Inoperative or missing seat belts and/or 
harnesses shall immediately be reported to the supervisor. The vehicle or equipment shall 
not be operated until the repairs have been made.  

 
E. Employees who operate fleet automobiles, light trucks, and medium trucks SHALL conduct a 

quick visual pre-trip inspection of the tires, brakes, headlights, taillights, directional lights, 4-
way flashers, wipers, heater, and defroster on the vehicle prior to operating.  

 
F. Employees who operate commercial vehicles SHALL conduct the required “PRE-TRIP 

INSPECTION” prior to operating on public roadways as required by federal DOT regulations.  
 

G. Engines SHALL BE stopped and ignition keys removed when parking or leaving City of 
Menasha vehicles and/or heavy equipment.  

 
H. Individuals not employed by the City of Menasha are NOT PERMITTED as passengers in fleet 

vehicles unless authorized by a supervisor or Department Head.  
 

I. While fueling fleet vehicles and/or heavy equipment: 
1. Smoking is PROHIBITED within 25’ while fueling. 
2. Engines SHALL BE turned OFF during the fueling operation. Leaving the vehicle 

unattended wile fueling is PROHIBITED.  
3. Using an object to “lock the nozzle” on a fuel pump nozzle while fueling is 

PROHIBITED.  
4. Fuel leaks and/or spills (gasoline, diesel fuel, and hydraulic oil) over one gallon 

SHALL BE reported immediately to the person responsible for safety so that an 
internal spill report can be completed.  

 
      J.   Non-emergency vehicles are PROHIBITED from parking in fire lanes or in front of fire  
               hydrants while on jobsites.  
 

K.    Traffic cones are to be used as a warning and control measure for crews and vehicular                    
traffic. Traffic cones SHALL BE placed at the vehicle and trailer corners when parked on 
public   roadways, in public parking lots, busy job sites and narrow residential streets to 
create a safe    work zone area.  

 
L.   Report any fleet vehicle and heavy equipment mechanical problems immediately. NEVER  

drive a fleet vehicle and /or operate heavy equipment that does not appear safe.  
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   M.   Protective guards, deflectors and shields SHALL BE in place before starting and operating 
any heavy equipment.  

 
N. Heavy equipment SHALL BE properly maintained and inspected prior to each use.  

 
O.  Employees SHALL BE properly trained on specialty and heavy equipment prior to its use.  

 
P. Always use metal vehicle jack stands when you are working under a raised vehicle. Use      

safety blocks to secure the body of a vehicle in a raised position. Never exceed the rated  
capacity of jack stands. 

 
Q. The “3-Point Contact” concepts SHALL BE used when mounting and dismounting   

 commercial vehicles, large specialty equipment, and heavy equipment. Jumping off vehicles    
and heavy equipment is PROHIBITED.  

 
R.  Employees ARE NOT ALLOWED to tamper, over-ride or disconnect any manufacturer       

installed safety features and devises.  
 

S.     All heavy or specialty equipment SHALL BE turned OFF under the following field                
               conditions: 

1. Changing attachments. 
2. Manually loading or unloading equipment.  
3. Adjusting attachments. 
4. In proximity to the general public. 

 
T.     Vehicle interiors are to be kept clean and free of rubbish.  

 
U. Excess material and debris SHALL BE CLEANED OFF after trailers and trucks are  

  loaded prior to moving (i.e. trailer wheel fenders, bumpers, side panels, truck bed ledges,     
etc).  

 
V. Riders and/or passengers ARE NOT ALLOWED on heavy equipment while it is moving. 

 
W. Vehicle and equipment steps, platforms, and deck plates SHALL BE kept clear of grease,    

           oil, ice and mud.  
 

X.     Loading and unloading trailers: 
1.    Loading and unloading of heavy or specialty equipment on trailers SHALL BE done on    

            a level surface area.  
     2.   The “4-Point Tie Down” practice and application of the emergency brake SHALL BE   
           done when transporting large riding landscape and construction-type equipment on   
           trailers. The combined strength of all cargo tie-downs (straps, chain, ropes,  
           tensioning devices) must be strong enough to lift half the weight of the piece of cargo  
         tied down.  

3. Cargo on trailers SHALL NOT exceed the lead capacity of the trailer.  
4.  Equipment attachments SHALL BE lowered and secured on trailers while transporting.  
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NOTE: “FLEET SAFETY DRIVING RULES AND BEST PRACTICES” are listed separately for use as an 
independent supplement or handout (See Appendix A). 
 
 
PRE-EMPLOYMENT DRIVING STANDARDS  
 
The following driving standards will be applied uniformly applied by the City of Menasha prior to an 
offer of employment. These driving standards are subject to change at any time at the discretion of 
the City of Menasha. A copy of the applicant’s driving record will be obtained from the WI DOT-MV.  
 
The following driving standards will apply in order to meet the minimum requirements for 
employment with the City of Menasha for a position that requires the operation of a motor vehicle:  
 
1.   Applicants must possess and produce a valid Wisconsin Driver’s License which meets    
       the required  classification (i.e. Class A, B, C or D) before an offer of employment can be   
       made.  In the case of an out-of-state applicant, the offer can be made contingent upon   
       obtaining the appropriate Wisconsin Driver’s License prior to starting employment.  
 
2.    Applicants, for certain positions that require a CDL, shall possess a valid Wisconsin   
     DOT-MV CDL with the appropriate classifications, and with a no air brake restriction before           

starting employment.  Other required endorsements must be obtained prior to the end of the 
probationary period.  

 
3.    Applicant’s driving record will be reviewed using the following review criteria. Failure to   
       meet these review criteria may result in the applicant’s rejection. 
 

A. Possess the required Wisconsin DOT-MV Driver’s License for the position. 
B. Must have no more than two moving violations in the last 18 months, and no more than 

three moving violations in the last 36 months. 
C. No more than one chargeable accident within the last 18 months or more than two 

chargeable accidents within the past 36 months.  
D. No more than six (6) points within the past 12 months.  
E. No drunk driving or reckless driving convictions within the past five years.  

 
 
 
DRIVER ORIENTATION AND TRAINING 
 
Orientation and training is provided to new employees to assure these new employees have the 
knowledge and skills necessary to perform the job in the manner expected, as well as to review the 
City of Menasha policies and practices with each new employee. The orientation and the type 
and amount of training that is needed will vary directly with the complexity of the job 
assignments, and the knowledge and experience level of the new employee.  
Immediate supervisors are responsible for orienting and training both new and current employees 
regarding the proper use, maintenance and operation of City of Menasha vehicles and heavy 
equipment. These are the general areas that are to be covered during the orientation process:  
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               VEHICLE SAFETY RULES, POLICIES, PROCEDURES AND PRACTICES 
 Employee will be instructed before using the vehicles and/or heavy equipment for the  
 first time on the following:  

 
A. Approved uses of City of Menasha vehicles.  
B. Vehicle accident procedures. 
C. Maintenance repair reporting process, procedures and mandatory forms. 
D. Vehicle and/or heavy equipment field breakdown procedures. 
E. Proper storage and parking procedures. 
F. Fueling practices and mandatory forms. 
G. Substance Abuse Policy. 
H. Fleet safety driving rules and best practices.  

 
VEHICLE OPERATION (OFF ROAD) 
Employee will be instructed on the proper use of the vehicle and/or heavy equipment off 
road on the following: 
 

A. Proper use of the vehicle and/or heavy equipment’s controls, features and 
attachments. 

B. Procedures for operating the vehicle or heavy equipment on the roadway. 
C. Required inspection techniques and preventative maintenance practices.  
D. Completing the mandatory inspection and maintenance forms.  
E. Proper use of safety features and equipment.  
F. Cargo loading, unloading, and tie-down practices. 
G. Backing procedures and use of spotters.  

 
VEHICLE ROAD TEST (ON THE ROAD) 
 

A. Following the orientation, the supervisor, shall conduct a road test for the purpose 
of verifying the employee’s skill and ability to operate the vehicle and/or heavy 
equipment in a safe and competent manner. And the road test shall include a 
review of the employee’s ability to operate the vehicle and/or heavy equipment 
controls and attachments. All road tests should be conducted on routes that include 
a variety of job-related driving and operating conditions. 

 
 
In addition, the City of Menasha will provide on-going in-service training programs which address 
the knowledge and skills necessary for all employees to perform in a satisfactory and safe manner, 
and will attempt to bridge the gap between the employees’ existing level of knowledge and that 
required for the job.  
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ACCIDENT REPORTING PROCEDURE 
 
Employees involved in an accident with a City of Menasha owned or leased fleet vehicle shall follow 
these steps: 
 

A. Stop immediately. 
B. Take precautions to prevent further accidents. 
C. Render reasonable assistance to injured persons.  
D. Call for the assistance of the Police and advise the Police Department that it involves a City 

of Menasha vehicle or equipment.  
E. Provide all information requested by the Police. 
F. Exchange names, addresses, telephone numbers, vehicle license plate numbers, insurance 

information, and driver’s license information with the other party involved in the accident.  
G. Report the accident to a supervisor as soon as possible.  
H. Wait for the City of Menasha representative to arrive at the accident scene. If required, the 

City of Menasha representative will take the employee for drug and alcohol testing.  
I. Employee who was driving the vehicle or piece of heavy equipment shall complete and 

submit the City of Menasha accident report form within 24 hours for their supervisor’s 
review.  

 
NOTE: Employees SHOULD NOT discuss the accident with anyone other than a representative from 
the City of Menasha, or the Police Department. Employees SHOULD NOT apologize, admit guilt, or 
indicate that the City of Menasha will take responsibility or will pay any accident-related bills. If a 
citizen wishes to file a claim against the City of Menasha they should be referred to the City 
Attorney.  
 
 
ACCIDENT REVIEW PROCEDURE 
 
All accidents involving City of Menasha vehicles and/or heavy equipment shall be promptly 
reviewed. A determination whether a fleet accident shall be made and classified as preventable or 
non-preventable. The review process shall be as follows:  
 

A. The determination shall be made by the accident review committee using the following        
guidelines: 

1. An accident shall be judged preventable if the driver “failed to exercise every 
reasonable precaution” to avert the accident. 

2. A thorough investigation and review of eh accident report, employee’s driving 
record, driver statements, witness statements, and any supplemental information 
(i.e. drawings, etc.) shall be determining factors.  

3. Admission of “fault” by either driver, “blame placing” by another, mechanical 
failure, cost of repairs and damages, or other such factors are not definitive 
considerations in determining whether an accident is preventable. 

B. The employee shall be given written notification of the determination.  
1. The notification shall include the employee’s accident history for the previous two 

years.  
2. A copy of the notification shall be sent to the employee, their department head and 

the city personnel department. 
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C. The employee shall have an appeal process concerning the determination as to whether or 
not an accident should be classified as preventable.  (Refer to the city’s Discipline 
/Grievance Policy and Procedure)  

 
NOTE: Possible disciplinary action may be warranted based on the employee’s past driving record, 
current work record, and the severity of the accident. However, any potential disciplinary action 
must be in accordance with applicable City of Menasha established personnel policies.  
 
 
VEHICLE AND HEAVY EQUIPMENT MAINTENACE AND CARE 
 
It is the responsibility of each department or division head to ensure that all City of Menasha owned 
or leased vehicles and heavy equipment assigned to their respective departments are in proper 
working condition at all times. The Department head shall ensure that a written orientation and 
training program is developed for vehicles and heavy equipment in their respective department. 
Routine checklists shall be developed and utilized for the vehicles and heavy equipment.   
 
All supervisory personnel are accountable for the City of Menasha assigned vehicles and heavy 
equipment. This accountability includes instruction of employees in the proper operation and 
preventative maintenance procedures and ensuring that routine vehicle inspections are performed 
on the pre-use basis and that inspection forms are completed and submitted in accordance with the 
established procedure.  
 
Employees, who are assigned a vehicle and/or piece of heavy equipment, are responsible for the 
daily inspection of the vehicle and/or heavy equipment and completing the required forms. If an 
employee is unfamiliar with the operation or maintenance of a vehicle or piece of heavy equipment, 
it is their responsibility to request information and instructions on the proper procedures from their 
immediate supervisor.  
 
VEHICLE EMERGENCY BREAKDOWN PROCEDURE 
 
Employees are responsible for following the breakdown procedures whenever a vehicle becomes 
disabled in a public roadway:  
 

A. Get completely off the traveled roadway. Avoid curves, hills or where the view may be 
obstructed.  

B. Shut down the vehicle. 
C. Set the parking brake to prevent movement. 
D. Turn on the 4-way flashers. If reflective triangles are  available, set them near the vehicle 

and at approximately 100’ to warn approaching traffic.  
E. Call for assistance. 
F. Stay in and with the vehicle.  
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FLEET SAFETY EQUIPMENT AND SUPPLIES 
 
VEHICLE PURCHASING 
The City of Menasha will consider and make every effort to upgrade safety features when 
developing specifications for the purchase of automobiles, vans, light trucks, medium trucks, heavy 
trucks, specialty vehicles and heavy equipment. The following items will be considered where 
available, practical and functional to enhance safety and protection:  
 
 All Vehicles 

1. Additional or upgraded right-side mirror. 
2. Additional fog/road lights. 
3. Wiring for hands-off 2-way radio or cellular phone use. 
4. Daytime running lights. 
5. Anti-lock brakes, where possible. 
6. Ergonomic seats (adjustable, lumbar support).  
7. Dual airbags, where possible.  

 
Trucks and Commercial Trailers 

1. Liberal use of reflective tape for improved visibility.  
2. Work lights for hookup or cargo loading in the dark. 
3. Upgraded steps and grab rails on cabs, rear panels and trailers. 
4. Rear-view vision systems. 
5. Convex mirrors mounted at front and rear of vehicle. 
6. Bulkheads to protect employees from shifting cargo. 
7. Side racks and equipment boxes.  
8. Hydraulic tailgate lifts. 
9. Walk-up ramps. 
10. Hazard lights (strobe, rotational) or light bars. 
11. Back-up alarm devices.  

 
 
EMERGENCY EQUIPMENT AND SUPPLIES 
 
Supervisors and employees are required to maintain and ensure that all commercial vehicles are 
carrying the following emergency equipment: 1) Reflective triangles, if operating outside the limits 
of Menasha 2) Basic first aid kit, 3) Small multi-purpose dry fire extinguisher, and the 4) Vehicle 
“Glove-box” accident reporting kit (Proof of Insurance, vehicle and trailer registration cards, 
accident report form, witness cards and disposable camera (optional). 
 
In addition, all vehicle and trailer combination units must carry a minimum of 5 – traffic cones for 
use in establishing a minimum tapered work zone when loading and unloading trailers, or 
abandoning a trailer on public roadways or in parking lots.  
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          APPENDIX A 
 
USE OF CITY OF MENASHA VEHICLES – FLEET SAFETY DRIVING RULES AND BEST PRACTICES 
 
The operation of City of Menasha owned or leased vehicles and/or heavy equipment is a privilege 
which may be withdrawn at any time at the sole discretion of the City of Menasha. An employee 
must comply with the following fleet safety driving rules and best practices in order to continue to 
operate vehicles and heavy equipment: 
 

A. Maintain an approved and valid WI DOT-MV driver’s license with the applicable 
classifications and endorsements at all times. Any loss or restriction of driving privileges 
during the employee’s incumbency must be immediately reported to their immediate 
supervisor.  Failure to report a status change in licensing such as: restriction, suspension or 
revocation of driving privileges will result in disciplinary action up to and including 
termination of employment.  

 
B. Maintain a satisfactory driving record both on and off the job. The City of Menasha will be 

reviewing driver records on both a random and routine basis.  
 

C. Employees are required to obey all Federal DOT, Wisconsin DOT-MV, local and City of 
Menasha traffic regulations.  

 
D. Seat belts and shoulder harnesses SHALL BE WORN while operating or riding in City of 

Menasha owned commercial and fleet vehicles, personal vehicles while on duty, and when 
operating heavy equipment that has been equipped with a manufacturer’s installed seat 
belt and a rollover protection (ROP) feature. Inoperative or missing seat belts and/or 
harnesses shall immediately be reported to the supervisor. The vehicle or equipment shall 
not be operated until the repairs have been made.  

 
E. Employees who operate fleet automobiles, light trucks, and medium trucks SHALL conduct a 

quick visual pre-trip inspection of the tires, brakes, headlights, taillights, directional lights, 4-
way flashers, wipers, heater, and defroster on the vehicle prior to operating.  

 
F. Employees who operate commercial vehicles SHALL conduct the required “PRE-TRIP 

INSPECTION” prior to operating on public roadways as required by federal DOT regulations.  
 

G. Engines SHALL BE stopped and ignition keys removed when parking or leaving City of 
Menasha vehicles and/or heavy equipment.  

 
H. Individuals not employed by the City of Menasha are NOT PERMITTED as passengers in fleet 

vehicles unless authorized by a supervisor or Department Head.  
 

I. While fueling fleet vehicles and/or heavy equipment: 
1. Smoking is PROHIBITED within 25’ while fueling. 
2. Engines SHALL BE turned OFF during the fueling operation. Leaving the vehicle 

unattended wile fueling is PROHIBITED.  
3. Using an object to “lock the nozzle” on a fuel pump nozzle while fueling is 

PROHIBITED.  
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4. Fuel leaks and/or spills (gasoline, diesel fuel, and hydraulic oil) over one gallon 
SHALL BE reported immediately to the person responsible for safety so that an 
internal spill report can be completed.  

 
      J.   Non-emergency vehicles are PROHIBITED from parking in fire lanes or in front of fire  
              hydrants while on jobsites.  
 

    K.   Traffic cones are to be used as a warning and control measure for crews and vehicular 
traffic.  Traffic cones SHALL BE placed at the vehicle and trailer corners when parked on 
public roadways, in public parking lots, busy job sites and narrow residential streets to 
create a safe work zone area.  

 
   L.   Report any fleet vehicle and heavy equipment mechanical problems immediately. NEVER 

drive a fleet vehicle and /or operate heavy equipment that does not appear safe.  
 
   M.   Protective guards, deflectors and shields SHALL BE in place before starting and operating 

any heavy equipment.  
 

Y.     Heavy equipment SHALL BE properly maintained and inspected prior to each use.  
 

Z.  Employees SHALL BE properly trained on specialty and heavy equipment prior to its use.  
 

AA.  Always use metal vehicle jack stands when you are working under a raised vehicle. Use   
safety blocks to secure the body of a vehicle in a raised position. Never exceed the rated 
capacity of jack stands. 

 
BB. The “3-Point Contact” concepts SHALL BE used when mounting and dismounting   
           commercial vehicles, large specialty equipment, and heavy equipment. Jumping off vehicles   

and heavy equipment is PROHIBITED.  
 

CC. Employees ARE NOT ALLOWED to tamper, over-ride or disconnect any manufacturer installed 
safety features and devises.  

 
DD. All heavy or specialty equipment SHALL BE turned OFF under the following field                
           conditions: 

1. Changing attachments. 
2. Manually loading or unloading equipment.  
3. Adjusting attachments. 
4. In proximity to the general public. 

 
EE. Vehicle interiors are to be kept clean and free of rubbish.  
 
FF. Excess material and debris SHALL BE CLEANED OFF after trailers and trucks are  

loaded prior to moving (i.e. trailer wheel fenders, bumpers, side panels, truck bed ledges, etc).  
 

GG. Riders and/or passengers ARE NOT ALLOWED on heavy equipment while it is moving. 
 
 

Page 108 of 158



HH. Vehicle and equipment steps, platforms, and deck plates SHALL BE kept clear of grease,    
        oil, ice and mud.  
 

II. Loading and unloading trailers: 
1.   Loading and unloading of heavy or specialty equipment on trailers SHALL BE done on    
      a level surface area.  
2.   The “4-Point Tie Down” practice and application of the emergency brake SHALL BE   
      done when transporting large riding landscape and construction-type equipment on   
      trailers. The combined strength of all cargo tie-downs (straps, chain, ropes,  
      tensioning devices) must be strong enough to lift half the weight of the piece of cargo  
     tied down.  

3. Cargo on trailers SHALL NOT exceed the lead capacity of the trailer.  
4. Equipment attachments SHALL BE lowered and secured on trailers while transporting.  
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MATERIAL SAFETY DATA SHEET 
 
 

MSDS information available in each department/building 
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HAZARD COMMUNICATION PROGRAM 
 

GENERAL INFORMATION 

In order to comply with the Federal OSHA Hazard Communication Standard 29 CFR 1910.1200; 
Wisconsin Employee Right-to-Know Law, 1984; and Wisconsin Statutes 101.58-101.599, the following 
written Hazard Communication Program has been established for The City of Menasha. The purpose of 
this policy is to ensure that: 
 
      A.  Hazardous substances present in the work place are identified and labeled.  
      B.  Employees have ready access to information on the hazards of these substances. 
      C.  Employees are given information on how to prevent injury or illness due to chemical exposure. 
      D.  Employees are provided with training related to Hazard Communication and on how to read and     
            interpret information found on MSDS Sheets. 
 
This policy applies to all City of Menasha employees, visitors, and contractors who work with or have 
exposure to hazardous products or chemicals. This policy is available at the Personnel office, as well as 
at the following departments: 
 
 Finance / Assessor Dept.  140 Main St. Menasha, WI 54952 
 Park and Rec. Dept  140 Main St. Menasha, WI 54952 
 Public Works Dept.  140 Main St. Menasha, WI 54952 
 Police Dept. / Fire Dept.                430 First St. Menasha, WI 54952 
 City Garage   455 Baldwin St. Menasha, WI 54952 
 Public Library   440 First St. Menasha, WI 54952 
 Health Department   316 Racine St. Menasha WI 54952 
 
This written program applies to all work operations in the organization where employees may be exposed 
to hazardous substances under the normal working conditions or during emergency situations. Under this 
program, employees will be informed of the contents of the Hazard Communication Standard, the 
hazardous properties of chemicals with which they work, safe handling procedures, and measures to take 
to protect themselves from these chemicals. Employees will also be informed of the hazards associated 
with non-routine tasks as they come in contact with them. A copy of OSHA Hazard Communication 
Standard 29 CFR 1910.1200 can be found in Appendix A.  
 
RESPONSIBILITIES  

The Health Department has overall responsibility for the program. 
The Safety Coordinator is responsible for:  

A. Reviewing and updating the program to ensure that it satisfies the requirements of all applicable 
local, state and federal hazard communication requirements. 

B. Maintaining a master file of material safety data sheets (MSDS) 
C. Providing training and subsequent annual refresher training to all employees.  
D. Maintaining copies of the records of all employees included in the training sessions. 
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Department heads and supervisors are responsible for: 

A. Coordinating initial and new chemical training of employees on the Hazard Communication 
program. 

B. Reviewing incoming chemical materials to verify correct labeling. 
C. Contacting vendors to obtain material safety data sheets on chemical products.  
D. Forwarding copies of material safety data sheets to the Health Department.  
E. Maintaining and updating master MSDS files and sheets for all chemicals used in their work 

environment.  
F. Responding to any employee concerns or request for information.  
G. Ensuring that all primary and secondary containers are properly labeled.  
H. Ensuring employees use chemical products consistent with their intended use. 
I. Informing outside contractors who are performing work on City of Menasha property about 

potential hazards.  
J. Providing on-going training as new chemicals are introduced into the work site. 
K. Informing the Health Department when new employees are hired so training can be conducted.  

 
All employees are responsible for: 

A. Following directions in the use and handling of all chemicals as prescribed on the material safety 
data sheets and instructed by the supervisor.  

B. Becoming familiar with the information on the material safety data sheets. 
C. Notifying their supervisor of any condition which may have an adverse impact on employee 

safety/health.  
 
Outside personnel (Contractors, etc..): 

A. Department heads and supervisors will advise contractor supervisory personnel of the nature of 
the hazardous chemicals they may encounter in doing work on City of Menasha premises. MSDS’s 
will be used/provided as appropriate for this purpose. Contractor supervisory personnel will also 
be informed that they are required by OSHA regulations to instruct their employees relative to 
hazardous chemicals in use.  

 
HAZARD DETERMINATION 

Each chemical in the workplace shall be evaluated for hazardous properties. The City of Menasha shall rely 
on manufacturers and/or distributors to make this evaluation.  
 

A .   Hazardous properties include toxicity, corrosivity, irritation effects, sensitization potential,   
        flammability, instability, oxidizing effects and reactivity.  
B. Resources to be used in the hazard review include vendor MSDS’s and other internal and literature 

sources.  
 
MATERIAL SAFETY DATA SHEETS (MSDS) 

A material safety data sheet (MSDS) is a technical report that explains how to use, handle and store 
chemicals safely. There is no standard format used for MSDS’s, but what is consistent on them is the 
information which must be contained on a MSDS (see Appendix B). The Health Department will maintain a 
binder in the Health Department office with a MSDS on every substance on the list of hazardous 
chemicals. The MSDS will be a fully completed OSHA Form 174 or equivalent. Each Department Head will 
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ensure that each department maintains a MSDS for each hazardous material in their particular area(s). 
MSDS’s will be made readily available to all employees during their shifts.  
 
A master list of MSDS’s is available from the Health Department 
 
LIST OF HAZARDOUS CHEMICALS 

An inventory of hazardous substances has been compiled. The master inventory list is kept in the Health 
Department. The list is readily available and accessible for review. The Safety Coordinator is responsible 
for maintaining the master list of hazardous substances and updating the list as necessary. One list of 
chemicals identifies all of the chemicals used in each of the various departments and is available in each 
department. Each list also identifies the corresponding MSDS for each chemical. A master list of these 
chemicals will be maintained by, and is available from, the Health Department.  
 
 
A list of all hazardous chemicals known to be present within the City of Menasha is found in Appendix C. 
Further information on each listed chemical can be obtained by reviewing the MSDS’s.  
 
LABELING 

Container labels are the first and easiest place to look to see if the material an individual is working with is 
hazardous. Labels can quickly inform people what they need to know in order to properly protect 
themselves. The City of Menasha’s labeling procedures and policies are as follows: 
 

A. The supervisor responsible for receiving shipments will evaluate labels on incoming containers 
and each label will be checked for: 

1. Identity of substance. 
2. NFPA chemical hazard warning using appropriate format. 
3. Name and address of the manufacturer.  

B. If the label is not appropriate, the supervisor in the receiving department will notify the 
manufacturer or distributor.  

C. If the label is not received within 30 days of the initial notification, the supervisor in the receiving 
department will send a second request to the manufacturer or distributor.  

D. If an appropriate label is not received after the second 30 days, the Department Head will direct 
the appropriate supervisor to obtain and place on the container an appropriate label that has not 
yet been received from the manufacturer.  

E. The supervisor responsible for ordering/receiving shipments will be responsible for updating 
labels when new information is received.  

F. Labels will be removed if they are incorrect and when the container is empty. Containers should 
not be re-used for different chemicals unless approved to do so by the Safety Coordinator.  All 
supervisors are responsible for seeing that all containers used in their departments are labeled 
properly and remain legible. 

G. Piping systems shall: 
 

1. Be labeled at access points and every ten feet where the piping is eight feet or closer to 
employee contact.  

2. Be labeled as follows: 
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                                            Substance     Color 
a. Materials Hazardous to Life and Property  Yellow 
b. Fire Protective materials      Red 
c. Low Hazard Liquids      Green 
d. Low Hazard Gases      Blue 

               3.  Include, in the appropriate background the materials contained in the piping and the direction   
                    the material is flowing.  
 
 

H. All secondary containers shall be properly labeled. Menasha utilizes the NFPA Labeling System. 
Note: Only unused secondary containers or containers which contained the same chemical may 
be used. Containers used previously for other chemicals may not be re-used with for other 
products.  

 
EMPLOYEE TRAINING 

The Hazard Communication Standard requires that employers provide employees with information 
regarding hazardous chemicals in their work area. All affected employees will be trained and informed at 
the time of initial assignment on the Hazard Communication Standard and whenever a new hazard is 
introduced into the work place. Department heads and supervisors will be trained regarding hazards and 
appropriate protective measures so they will be available to answer questions from employees and 
provide daily monitoring of safe work practices.  
 
 
Objectives of the employee-training program are as follows: 
 

I. Increase employee awareness of chemicals and other hazardous materials in their work area. 
J. Teach employees how to read material safety data sheets. 
K. Detail the Hazard Communication Standard pertaining to employees and their workplace 

environment. 
L. Assist employees in understanding standard and in-house labeling systems.  
M. Instruct employees regarding the hazards involved with non-routine tasks.  

 
Before exposure to a chemical, each new employee, who is exposed or potentially exposed to hazardous 
chemicals, will receive information and training that includes the following: 
 

N. Employees will have access to the written Hazard Communication Program and informed of its 
location. 

O. Employees will be trained to read and understand material safety data sheets, including: chemical 
and physical properties of hazardous materials (i.e.: flash point, reactivity); physical hazards of 
chemicals (i.e.: potential for fire, explosion); and health hazards, including signs and symptoms 
associated with exposure to chemicals and any condition known to be aggravated by exposure to 
the chemical. 

P. Employees will be instructed where material safety data sheets are located.  
Q. Employees will be trained to read and understand a label.  
R. Employees will be trained in how to handle hazardous chemicals used in their work area and 

chemicals encountered when performing non-routine tasks. 
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S. Employees will be trained in the proper use, storage, and handling of personal protective 
equipment.  

T. Employees will be instructed on work procedures to follow to assure their protection when 
cleaning hazardous chemical spills and leaks. 

U. Employees will be instructed where medical supplies and safety equipment are kept.  
 

 
Safety Coordinator will review the training program on an annual basis and determine the appropriate 
levels of training and re-training. Refresher training is required on an annual basis.  As part of the 
assessment of the training program, employee input will be obtained regarding the training they have 
received and their suggestions for improving it.  
 
HAZARDOUS NON-ROUTINE TASKS 

Periodically, employees are required to perform non-routine, hazardous tasks (i.e.: cleaning tanks, 
entering confined spaces, etc..). Prior to starting work on such projects, each affected employee will be 
given information by their supervisor about hazardous products to which they may be exposed during 
such activities. This information will include: 
 

A. Specific chemicals hazards and review of specific MSDS. 
B. Protective safety measures the employee can take. 
C. Measures the City of Menasha has taken to reduce the hazards, including but not limited to: 

ventilation, respiratory protection, presence of another employee, and the establishment of 
emergency response procedures.  

 
CONTRACTORS 

It is the responsibility of the department head to provide any outside contractors who are working for the 
affected department with the following information:  
 

A. Hazardous chemicals which the contractors and their employees may be exposed to while on the 
job site.  

B. Precautions the employees may take to reduce the possibility of exposure, such as using 
appropriate protective measures and proper handling procedures.  

 
The department head will be responsible for contacting each contractor before work is started in the 
department to gather and disseminate any information concerning chemical hazards that the contractor is 
bringing into the work place.  
 
RECORDKEEPING 
 
All material safety data sheets will be kept for a period of thirty (30) years (per OSHA  
29 CFR 1910.1200) from the last date of purchase of the product.  In addition, all inventory lists will be 
kept for a period of thirty (30) years.  
 
PROGRAM EVALUATION  
 
The program shall be evaluated on an annual basis by the Safety Coordinator or designated personnel.  

Page 116 of 158



HEARING CONSERVATION PROGRAM 

Purpose  

The purpose of this hearing conservation program is to prevent occupational hearing loss and 
comply with the DComm/OSHA Standard 29 CFR 1910.95 – Occupational Noise Exposure 
Hearing Conservation Standard.  

Authority and Reference  

Occupational Safety and Health Administration (OSHA) 29 CFR 1910.95 

Wisconsin Department of Commerce- DComm 32.15  

Application  

OSHA Occupational Noise Exposure Standard 29 CFR 1910.95 establishes a permissible exposure 
limit (PEL) for occupational noise exposure, and requirements for audiometric testing, hearing 
protection and employee training if those sound levels are exceeded. This regulation defines 
“action level” (AL) as a “dose” of 50%, which is equivalent to an eight hour time weighted 
average of 85 dBA. When noise levels exceed this amount, an effective hearing conservation 
program is required, which includes at a minimum:  

 

REQUIREMENT  SECTION  
Noise monitoring  29 CFR 1910.95(d)(e)(f)  
Audiometric Testing  29 CFR 1910.95(g)(h) 
Hearing protectors 29 CFR 1910.95(i)(j) 
Education and Training  29 CFR 1910.95(k)(l) 
Recordkeeping  29 CFR 1910.95(m) 

 
 
Note: The OSHA regulation only indicates a minimum level of hearing protection and focuses on 
permanent hearing loss. Short durations of noise, especially sharp bursts of noise at these levels 
can not only induce hearing loss but can also affect an employee’s health and safety in other 
ways (see table #1)  

Background 

Occupational noise can cause hearing loss, and increase the worker’s susceptibility to other 
workplace problems including physical and psychological disorders, interference with speech 
and communication and disruption of job performance associated with excessive noise 
intensities. This exposure to noise produces hearing loss of a neural type involving injury to the 
inner ear cells. The loss of hearing may be temporary or permanent. Brief exposure causes 
temporary loss. Repeated exposure to high noise levels will cause permanent loss.  

Permanent hearing loss is preventable with the continued use of proper hearing protection and 
reduction of workplace noise levels to below 85 dBA. This will benefit not only employees who 
can listen and communicate well throughout their lifetime, but also helps the employer in terms 
of reduced exposure to hearing loss compensation claims and a potential for increased general 
safety and job performance.  
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Responsibility and Compliance 

The administration of this program will be the responsibility of the City of Menasha Safety 
Coordinator and City of Menasha Personnel Department.  

Administrative Responsibilities  

A. Coordination and supervision of noise exposure monitoring  
B. Identification of employees to be included in the Hearing Conservation Program.  
C. Coordination and supervision of audiometric testing program  
D. Supervision of hearing protection selection  
E. Development of policies related to the use of hearing protectors 
F. Supervision of employee training programs 
G. Coordination and supervision of required recordkeeping  
H. Periodic evaluation of overall program  
I. Coordination of required changes/improvements in the program 

Noise Monitoring  

Noise exposure measurements will be conducted wherever exposures are expected to be 
between 80 dBA and 130 dBA.  

This monitoring will be coordinated by the Department Supervisor with assistance from the 
Safety Coordinator.  

The results of the noise exposure measurements will be recorded on form #1.  

Audiometric Testing  

A. Audiometric Testing will be performed on all employees whose exposures equal or 
exceed an 8-hour time weighted average of 85 dBA (action level). 

B. Audiometric testing will be provided at no cost to employees.  
C. Audiometric tests will be performed by a licensed or certified audiologist, 

otolaryngologist, or other physician, or by a technician who is certified by the Council of 
Accreditation in Occupational Hearing Conservation, or who has satisfactorily 
demonstrated competence in administering audiometric examinations. A technician 
who operates microprocessor audiometers does not need to be certified. A technician 
who performs audiometric tests must be responsible to an audiologist, otolaryngologist 
or physician.  

Baseline Audiogram 

A. A baseline audiogram will be conducted within 6 months of an employee’s first 
exposure at above the action level in order to establish a valid baseline audiogram 
against which subsequent audiograms can be compared.  

B. Mobile test van exception. Where mobile test vans are used to meet the audiometric 
testing obligation, the Safety Coordinator will obtain a valid baseline audiogram within 1 
year of an employee’s first exposure at or above the action level. Where baseline 
audiograms are obtained more than 6 months after the employees first exposure at or 
above the action level, employees will wear hearing protectors for any period exceeding 
six months after first exposure until the baseline audiogram is obtained.  

C. Testing to establish a baseline audiogram will be preceded by at least 14 hours without 
exposure to workplace noise. Hearing protectors may be used as a substitute for the 
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requirement that baseline audiograms be preceded by 14 hours without exposure to 
workplace noise.  

D. The Safety Coordinator will notify employees of the need to avoid high levels of non-
occupational noise exposure during the 14 hour period immediately preceding the 
audiometric examination.  

 
Audiograms will be conducted at least annually after obtaining the baseline audiogram for each 
employee exposed at or above 8-hour TWA average of 85 dBA.  

The Personnel Department will maintain a record of all employee audiometric test records. The 
record will include:  

A. Name and job classification of the employee  
B. Date of the audiogram 
C. Examiner’s name 
D. Date of last acoustic or exhaustive calibration of the audiometer 
E. Employee’s most recent noise exposure assessment 

Audiometric Evaluation  

A. Each employee’s annual audiogram will be compared to his/her baseline audiogram by a 
qualified evaluator to determine if a Standard Threshold Shift (STS) has occurred.  

B. STS is defined by OSHA as a change in hearing threshold relative to the baseline of an 
average of 10dBA or more at 2000,3000 and 4000 Hz in either ear.  

C. In determining if a STS has occurred, an allowance can be made for the contribution of 
aging (presbycusis). The age correction values to be used are found in Appendix F of 29 
CFR 1910.95.  

D. If an annual audiogram indicates that an employee has incurred a STS the person will be 
scheduled for a retest within 30 days to determine if the threshold shift is persistent.  

E. The following procedures will be taken if a comparison of the baseline audiogram 
indicates a persistent STS.  

F. Employees not using hearing protectors will be trained, fitted and required to use 
hearing protectors if they are exposed to an 8 hour TWA average sound level of 85dBA 
or greater.  

G. Employees already using hearing protectors will be retrained, refitted and required to 
use hearing protectors. 

H. The Safety Coordinator will inform the employee, in writing, within 21 days of this 
determination, of the existence of a permanent STS. (See Form #2) A copy of the STS 
letter will also be sent to the employee’s supervisor.  

I. The Safety Coordinator will counsel the employee on the importance of using hearing 
protectors and refer the employee fur further clinical evaluation if necessary.  

J. Persistent significant threshold shifts must be entered on the OSHA 300 Log (Form 300) 
if determined to be work related.  

K. If subsequent audiometric testing of an employee whose exposure to noise is less than 
an 8-hour TWA of 85 dBA indicates that a STS is not persistent, the Safety Coordinator:  

1. Shall inform the employee of the new audiometric interpretation.  
2. Discontinue the required use of hearing protectors for that employee. The 

employee will however, be encouraged to use hearing protection even if 
not required.  
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Protection Equipment  

A. The Department Supervisor shall ensure that hearing protectors are worn:  
1. By an employee who is subjected to sound levels equal to or exceeding 

and 8-hour TWA of 85dBA.  
2. By any employee who has experienced a persistent STS and who is 

exposed to 8-hour TWA of 85 dBA or greater.  
3. By any employee who has not had an initial baseline audiogram and who 

is exposed to 8-hour TWA or greater.  
B. Employees will be given the opportunity to select their hearing protectors from a variety 

of suitable hearing protectors at no cost to them. Hearing protectors will be approved 
by the Safety Coordinator prior to them being made available to employees.  

C. The Safety Coordinator will provide training in the use and care of all hearing protectors.  
D. The Safety Coordinator will ensure proper initial fitting and supervise the correct use of 

all hearing protectors.  
E. Employees will be held accountable for properly using and maintaining the equipment 

furnished by the City of Menasha.  
F. The Department Supervisor will evaluate the attenuation characteristics of the hearing 

protectors to ensure that a given protector will reduce the individual’s exposure to the 
required decibels (dBA).  

1. If the 8-hour TWA is over 85dBA then the protector must attenuate the 
exposure to at least an 8-hour TWA of 85 dBA or below.  

2. If the protector is being worn because the employee experienced a STS, 
then the protector must attenuate the exposure to an 8-hour TWA to less 
than 85dBA.  

3. If employee noise exposures increase to the extent that the hearing 
protectors provided may no longer provide adequate attenuation, the 
employee will be provided more effective hearing protectors.  

G. It is the responsibility of the supervisor to ensure that hearing protectors are worn by all 
employees who are exposed to noise levels at or above an eight hour TWA of 85 dBA or 
if the employee experienced a permanent STS or has not yet had a baseline audiogram.  

 
Employee Educational Training  
 
An annual training program for affected employees will be conducted by the Safety Coordinator 
and will include information on:  
 

A. The effects of noise on hearing  
B. Purpose and use of hearing protectors 
C. Advantages and disadvantages of various types of hearing protectors 
D. Instruction in the selection, fitting and use and care of protectors 
E. The purpose of audiometric testing and an explanation of the test procedures.  

 
Form #4 will be used to record the training dates and employees attendance. Record of training 
will also be maintained on the master training database.  
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Recordkeeping  
 
Noise exposure measurement records will be retained for 2 years with the Safety Coordinator.  
 
Audiometric test records will be retained for the duration of the affected workers employment 
plus thirty years.  
 
Program Evaluation  
 
At least annually, the Hearing Conservation Program will be evaluated by the Safety Coordinator 
or his/her designee using the program evaluation checklist (see Form#5). After evaluation, the 
changes/revisions to the program deemed necessary will be made as soon as possible. 
Evaluation summary will be provided to the City of Menasha Personnel Director for review.  
 
 
Form  #1   
   NOISE EXPOSURE MEASUREMENTS  
 
DEPARTMENT:       
 
LOCATION  PROCESS/OPERATION  NOISE EXPOSURE dBA 
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Form #2  
 
Standard Threshold Shift (STS) Letter to Employee 
 
Date       
 
Name       
 
Your most recent audiometric test result was compared to your baseline audiogram. This 
comparison indicates that your hearing has deteriorated to the point where your hearing 
impairment constitutes a “standard threshold shift”. This is defined by OSHA as a relative 
hearing loss of an average of 10 dBA in either ear at the frequencies of 2000,3000 and 4000 Hz.  
 
An audiogram cannot define why you have a hearing loss, but there are many possible reasons 
such as infection, wax buildup in your ear and noise.  
 
By taking necessary action now, we can try to stop hearing loss from getting any worse.  
 
Consequently, we want to fit you with hearing protectors. Please call       to arrange an 
appointment with      . 
 
Whenever you are in a work environment that would result in noise exposure that equals or 
exceeds an 8-hour time weighted average (TWA) of 85 dBA, hearing protection must be used.  
 
Loss of hearing will affect your life. Preserve your hearing while you still have a chance.  
 
The Menasha Health Department will assist you and answer any questions that you may have.  
 
 
Sincerely,  
 
 
      
Safety Coordinator  
City of Menasha Health Department  
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Form #3  
 
HEARING PROTECTION EQUIPMENT SUMMARY 
 
DEPARTMENT       
 
TYPE (muff, plug,cap)  Name (brand, model)  Noise reduction rating 
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Form #4  
 
HEARING CONSERVATION TRAINING RECORD  
 
EMPLOYEE NAME  JOB CLASSIFICATION DEPARTMENT 
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Form #5  
 

ANNUAL HEARING CONSERVATION PROGRAM EVALUATION 
 

1. Noise exposure level monitoring has been completed in all areas and rechecked as 
necessary after any alterations which may have resulted in a change in noise levels.  

Yes  No  
 
 

If no, what action will be taken to complete the monitoring?  
 
 
 

2. Baseline audiograms (if required) have been completed on all employees hired this year.  
Yes  No  
 

If no, what arrangements will be made to complete the audiograms?  
 
 
 

3. Annual audiograms (if required) have been completed on all employees who are 
included in the hearing conservation program.  

Yes  No  
 

If no, what arrangements will be made to complete the audiograms?  
 
 
 

4. All employees included in the hearing conservation program have been provided with 
hearing protection?  

Yes  No  
 

If no, what action will be taken to provide this protection?  
 
 

5. All employees who are required to wear hearing protection are wearing them correctly?  
Yes  No  
 

If no, what action(s) will be taken to enforce this requirement?  
 
 
 

6. All employees included in the Hearing Conservation Program have received initial and 
annual training in the use of hearing protection, the effects of noise on hearing and the 
purpose of audiometric testing if applicable.  

Yes  No  
 

If no, what will be done to complete this training?  
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7. STS have been identified.  
Yes  No  
 

If no, what action will be taken with these employees?  
 
 
 

8. Employees with STS’s have been notified in writing and fitted with the proper hearing 
protectors.  

Yes  No  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Review completed by: _________________________Date:_______________ 
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LOCKOUT/TAGOUT PROGRAM 
 

I.   GENERAL POLICY: 
     A. The City of Menasha will use the following lockout/tagout program whenever     
            maintenance or servicing is done on machines or equipment in which    
            energization start up of the machines or equipment or release of stored energy   
            can cause injury to employees.  
 
       B. This program does not cover the following operations:  

1. Construction, agriculture, and maritime employment;  

2. Installations under the exclusive control of electric utilities for the purpose    
           of power generation, transmission, and distribution including related   
           equipment for communication or metering; 

 
 

3. Exposure to electrical hazards from work on, near, or with conductors or  
           equipment in electric utilization installations; and,  

 
 

4. Oil and gas well drilling and servicing.  

     C. The program shall be used to ensure that machinery, vehicles or equipment is   
            stopped/isolated from all potentially hazardous energy sources and locked/tagged  
            out before employees perform any servicing or maintenance where the unexpected  
            start-up of the machine/equipment or release of stored energy could cause injury.  
 
       D. All employees are required to comply with the restrictions and limitations imposed    
            upon them during the use of lockout/tagout procedures. The authorized employees   
            are required to perform the lockout/tagout procedures in accordance with this  
            program. Affected or other employees shall not attempt to start, energize, or use     
            that machine, vehicle or equipment. Failure to comply with the program will result in    
            disciplinary action up to and including termination.  
 
II.   LOCKOUT/TAGOUT REQUIREMENTS 
        A. Lockout/Tag out is required whenever maintenance and/or servicing is performed on  
             a machine, vehicle or piece of equipment. Maintenance and/or servicing are used  
             interchangeably and apply to the following activities: 

            1.       An employee is required to remove or bypass a guard or other safety device; or, 

            2.       An employee is required to place any part of his or her body into an area on a  
             machine, vehicle or piece of equipment where work is actually performed upon     
             the material being processed or where an associated danger zone exists during    
             a machine operating cycle.  
 

       B.  All of the activities in Section II. Lockout/Tagout Requirements, Part A., require a    
            lockout/tagout if the unexpected start up or release of stored energy could harm an   
            employee. The only exceptions to this are as follows: 

            1.     If testing or positioning of a machine requires power, the lockout/tagout device  
                           may be removed only for that period of time; 
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             2.    Minor adjustments which are routine, repetitive, and integral to the use of the   
        equipment, vehicle or equipment during normal production operations provided            
        other effective protection is in place; or,  

            3.    Work on cord and plug connected electrical equipment for which exposure to   
                          the hazards of unexpected energization or start up of the equipment is   
                          controlled by the unplugging of the equipment from the energy source and by   
                          the plug being under the exclusive control of the employee performing the   
                          servicing or maintenance.  
 
III. TAGOUT REQUIREMENTS 

A. If the equipment is not capable of being locked out, the City of Menasha shall   
      utilize a tagout system. Lockout is preferable and should be used exclusively.  

         B.  When major replacement, repair, renovation, or modification of machines,   
               vehicles or equipment is performed and when new machines or equipment are               
               installed, energy isolating devices shall be designed to accept a lockout device. 
 
IV. ENERGY CONTROL PROCEDURES 
         A.   Procedures shall be developed, and utilized for the control of potentially hazardous  
                energy when employees are engaged in activities where lockout/tagout is required. 

         B.   The procedures for the control of potentially hazardous energy shall include the  
                following: 

          1.   The scope, purpose, authorization, rules, and techniques to be utilized for the   
                           control of hazardous energy; and,         

            2.   The means to enforce compliance including, but not limited to, the following 

a. A specific statement of the intended use of the procedure; 

b. Specific procedural steps for shutting down, isolating, blocking, and securing machines or 
equipment to control hazardous energy; 

 
c. Specific procedural steps for the placement, removal, and transfer of lockout devices or 

tagout devices and the responsibility for them; and,   
 

d. Specific requirements for testing a machine or equipment to determine and verify the 
effectiveness of lockout devices, tagout devices, and other energy control measures.  

 
V. PROTECTIVE MATERIALS AND HARDWARE 
         A.   The City of Menasha shall provide locks, tags, chains, wedges, key blocks, adapter pins, self-locking    
                fasteners, or other hardware for isolating, securing, or blocking of machines or equipment from   
                energy sources.  
         B.    Lockout and tagout devices shall be assigned with individual identifiers to all employees who may   
                be involved in maintenance or servicing of equipment or machines and shall not be used for any   
                other purposes. Only the person assigned a lock will have  a key to that lock. If an employee is   
                issued multiple locks, they shall be like-keyed.  

          C.    Lockout and tagout devices shall meet the following requirements:  

     1.    Durable. They should be able to withstand the environment that they will be used in, and   
                          tagout devices should be constructed and printed so that exposure to weather or damp   
                          locations will not cause the tag to deteriorate or the message on the tag to become illegible. 
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     2.    Standardized. Lockout and tagout devices shall be standardized in at least one of the following   
                          criteria: 

a. Color; 

b. Shape; 

c. Size; and, 

d. Print and format, if tagout devices are to be used. 

                  3.    Substantial. Lockout devices shall be substantial enough to prevent removal without the use   
                         of excessive force or unusual techniques (bolt cutters). Tagout devices shall be substantial   
                         enough to prevent inadvertent or accidental removal.  Tagout device attachment means shall   
                         be of a non-reusable type, attachable by hand, self-locking, and non-releasable with a   
                         minimum unlocking strength of no less than 50 lbs.  
 
                   4.   Identifiable. Lockout and tagout devices shall indicate the identity of the employee  applying    
                         the device(s). Tagout devices shall warn against hazardous conditions if   the machine or   
                         equipment is energized and shall include a legend such as the following: 

a. Do Not Start; 

b. Do Not Open; 

c. Do Not Close; 

d. Do Not Energize; or,  

e. Do Not Operate. 
 
VI. PERIODIC INSPECTION 
        A.   The City of Menasha shall conduct a periodic inspection of the energy control procedure at least   
               annually to ensure that the procedures are being followed.  
        B.   The periodic inspection shall be performed by an authorized employee other than the ones utilizing   
               the energy control procedure being inspected.  
        C.   The periodic inspection shall be designed to correct any deviations or inadequacies.  

        D.   If lockout and/or tagout is used for energy control, the periodic inspection shall include a review   
              between the inspector and each authorized and affected employee.  The review should include the   
              employee’s responsibilities under the energy control procedure being inspected. If tagout is used for   
              energy control, the review shall also include a discussion on the limitations of tags. 
        E.   The City of Menasha shall certify that periodic inspections have been performed (See form L-6). The  
              certification shall include the following: 

1. The identity of the machine or equipment on which the energy control procedure was being 
utilized;  

2. The date of the inspection; 

3. The employee(s) included in the inspection; and 

4. The person performing the inspection. 

VII. EMPLOYEE TRAINING 
        A.  The City of Menasha will provide appropriate training to ensure that the purpose and function of the   
              energy control program are understood by employees and that the knowledge and skills required for   
              the safe application, usage, and removal of energy controls are required by employees.  
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        B.   Authorized employees are employees who implement lockout or tagout system procedures on   
              machines or equipment to perform the servicing or maintenance on that machine or equipment.   
              Authorized employees will be trained in the following area: 

1. Recognition of applicable hazardous energy sources; 

2. The type and magnitude of the energy available in the workplace; and, 

3. The methods and means necessary for energy isolation and control. 

        C.    Affected employees are employees whose job requires him/her to operate or use a machine or  
               equipment on which servicing or maintenance is being performed under lockout or tagout or whose   
               job requires him/her to work in an area in which such servicing or maintenance is being performed.   
               Affected employees will be trained in the purpose and use of energy control.  
 
        D.   All other employees are employees whose work operations are or may be in an area where energy   
               control procedures are being utilized. All other employees shall be instructed about the   
               lockout/tagout procedures and about the prohibition relating to attempts to restart or reenergize   
               machines or equipment which are locked out or tagged out.  

 
 
 

        E.    If a tagout system is used, employees shall also be trained in the following limitations of tags: 
1. Tags are essentially warning devices affixed to energy isolation devices, and do not         

provide the physical restraint on those devices that is provided by a lock; 
 
2. When a tag is attached to an energy isolation means, it is not to be removed without 

authorization of the authorized person responsible for it, and it is never to be 
bypassed, ignored, or otherwise defeated;  

 
3. Tags must be legible and understandable by all authorized employees, affected 

employees, and all other employees whose work operations are or may be in the area 
in order to be effective;  

 
4. Tags and their means of attachment must be made of materials which will withstand 

the environmental conditions encountered in the workplace; 
 
 
5. Tags may evoke a false sense of security and their meaning needs to be understood as 

part of the overall energy control program; and, 
 
6. Tags must be securely attached to energy isolating devices so that they cannot be 

inadvertently or accidentally detached during use.  
 
        F.   Retraining shall be provided for all authorized and affected employees whenever there is a change in   
              their job assignments, a change in machines, equipment or processes  that present a new hazard, or  
              when there is a change in the energy control procedures. Retraining shall also be conducted   
              whenever a periodic inspection reveals or whenever the Department Head or designated employee   
              has reason to believe that there are deviations from or inadequacies in the employee’s knowledge   
              or use of the energy control procedures.  

 
 
 

       G.   The retraining shall reestablish employee proficiency and introduce new or revised  control methods   
              and procedures as necessary. 
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       H.   The City of Menasha shall certify that employee training has been accomplished and is being kept   
              up to date. The certification shall contain each employee’s name and dates of training. Record of  
              training will be maintained on City of Menasha Master Training Database and Lockout/Tagout   
              training logs will be maintained in the master file for each department.  

 
VIII.  ENERGY ISOLATION 
          Implementation of lockout or the tagout system shall be performed only by authorized  
          employees.  

IX.    NOTIFICATION OF EMPLOYEES 
    A. The employee who is to do the lockout/tagout shall notify all affected employees that  
             servicing or maintenance is required on a machine or equipment and that the machine  
             or equipment must be shut down and locked/tagged out to perform the servicing or  
             maintenance.  

    B.  Notification shall be given before the controls are applied and after they are removed  
             from the machine or equipment. 
 
X.   APPLICATION OF CONTROL 

   A. The established procedure for the application of energy control shall cover the  
        following elements and actions and shall be done in the following sequence: 

   B. Preparing for shutdown. The authorized employee shall be able to identify the type  
       and magnitude of the energy that the machine or equipment utilizes, shall understand  
       the hazards of the energy, and shall know the methods to control the energy. 

   C. Machine or equipment shutdown. The machine or equipment shall be turned off or  
       shut down. If the machine or equipment is operating, the authorized employee will  
       shut it down by the normal stopping procedure (depress stop button, open switch,  
       close valve, etc.). An orderly shutdown must be utilized to avoid any additional or  
       increased hazard(s) to employees as a result of equipment deenergization.  

   D. Machine or equipment isolation. The authorized employee will then deactivate the  
       energy isolating device(s) so that the machine or equipment is isolated from the  
       energy source(s).  

   E. Lockout or tagout device. The authorized employee will next lockout/tagout the   
       energy isolating device(s) with assigned individual lock(s)/tag(s). If more than one  
       authorized employee must perform maintenance or repair, each authorized employee  
       must use their own lock/tag. Hasps will be used to accept more than one lock/tag,     
       (see Section XIV. Group Lockout or tagout). Lockout devices and/or tagout devices  
       shall be affixed in a manner to hold the energy isolating devices in a “safe” or “off”  
       position. Where tagout devices are used with energy isolating devices designed with   
       the capability of being locked, the tag attachment shall be fastened at the same point  
       at which the lock would have been attached. Where the tag cannot be affixed directly  
       to the energy isolating device, the tag shall be located as close as safely possible to  
       the device in a position that will be immediately obvious to anyone attempting to  
       operate the device. 

   F. Stored energy. If there is any stored or residual energy (such as that in elevated    
       machine members, hydraulic systems, air or water pressure, etc.), the authorized  
       employee doing the lockout/tagout will dissipate or restrain it by methods such as  
       grounding, repositioning, blocking, bleeding down, etc. If there is a possibility of  
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       re-accumulation of stored energy to a hazardous level, verification of isolation shall be  
       continued until the servicing or maintenance is completed or until the possibility of  
       such accumulation no longer exists.  

   G. Verification of isolation. The authorized employee will ensure that the equipment is  
       disconnected from the energy  sources(s) by first checking that no employees are  
       exposed, then by verifying the isolation of the equipment by operating the push   
       button or other normal operating control(s) or by testing to make certain the  
       equipment will not operate.  

   H. The machine or equipment is now locked/tagged out. 

   I. The City of Menasha will attempt to maintain and repair equipment during hours of  
       least exposure to the general public and/or other employees.  

 
XI.   RELEASE FROM LOCKOUT OR TAGOUT 

 A. When the servicing or maintenance is completed and the machine or equipment is  
      ready to return to normal operating condition, the authorized employee shall take the  
      steps indicated below.  

 B. Check the machine or equipment and the immediate area around the machine or  
      equipment to ensure that nonessential items have been removed and that the machine  
      or equipment components are operationally intact.  

 C. Check  the work area to ensure that all employees and the general public have been  
      safely positioned or removed from the area.  

 D. Re-install all guards and equipment components.  

 E. Verify that the controls are in neutral.  

 F. Remove the lockout/tagout devices and re-energize the machine or equipment. Each  
      lockout or tagout device shall be removed from each energy isolating device by the  
      employee who applied the device. If the employee who applied the device is not  
      available to remove it, that device may be removed under the direction of the  
      Department head or designated employee, provided that specific procedures and  
      training for such removal have been developed, documented, and incorporated into  
      the City of Menasha Lockout/Tagout Program. See Section XII. Emergency Removal of  
      Lockout or Tagout Device.  

 G. Notify affected employees that the servicing or maintenance is completed, that lockout  
      or tagout devices have been removed, and the machine or equipment is ready for use.  

 

 XII.   EMERGENCY REMOVAL OF LOCKOUT DEVICE 
          A.  Authorized employees are to remove their lockout device upon completion of  

     maintenance. There should be very few occasions where it is necessary for the  
     Department Head and/or designated employee to remove the lockout device.  

 B.  Emergency lockout removal can only be performed by the Department Head and/or  
     designated employee, who maintains spare keys to all locks used in lockout. 
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 C.  Before emergency removal of the lockout/tagout device can be accomplished, it is  
     necessary to make every effort to contact the authorized employee who originally  
     placed the device. If the employee cannot be contacted, then emergency removal of the  
     device may proceed.  

 D.  After the lockout/tagout device has been removed, it is imperative that the employee       
     who originally placed the device be warned of its removal before resuming work. 

 
XIII.   ADDITIONAL REQUIREMENTS 
          In situations in which lockout or tagout devices must be temporarily removed from the  
          energy isolation device and the machine or equipment energized to test or position the  
          machine, equipment, or component, the following steps must be followed:  

A. Clear the machine or equipment or equipment of tools and materials;  

B. Remove employees from the machine or equipment area; 

C. Remove the lockout or tagout devices; 

D. Energize and proceed with testing or positioning; and, 

E. De-energize all systems and reapply energy control measures, and continue the servicing     
     and/or maintenance.  

 
XIV.   GROUP LOCKOUT OR TAGOUT 

A.   Every authorized employee who performs maintenance or servicing on a machine/piece of    
       equipment, must place their own lock or tag on the energy isolation device during the time 
       that employee is involved in the work.  
B.   This will require a hasp which is capable of holding multiple locks or tags at the energy isolation   
       device. The reason for this requirement is to assure that no one can energize a machine while   
       someone is still working on it.  
C.   To prevent the use of machines/equipment which have not been completely serviced,  
       authorized employees may transfer locks during shift changes. The authorized employee who 
       is leaving must fully brief the incoming authorized employees(s).  
D.   At all times of operations, the lockout/tagout device in use shall belong to an employee who is in   
       the facility at the same time. 

 
XV.   MACHINE-SPECIFIC PROCEDURES 

A.   In addition to the above general lockout/tagout procedures, authorized employees  
       must follow the specific procedures which have been developed for each machine.  

B.    These procedures explain how that specific machine is shut down, isolated from  
       energy, locked or tagged out, and eventually restored to service.  

C.    A procedure will be developed for each form of energy which powers each machine in  
       the City of Menasha. 

D.   A list of all machines will be developed and maintained by the City of Menasha, and      
      maintained by Menasha Health Department – Safety Coordinator.  

 
XVI.   VEHICLE SPECIFIC PROCEDURES 
              A.   In addition to the above general Lock out / Tag out procedures, authorized employees must    
                     follow specific Lockout / Tagout procedures related to service/repairs on vehicles as follows: 
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1.     Vehicle shall be placed “Out of Service” by tag on steering wheel, an individual tag 
shall be placed by each person conducting work.  

2.    Vehicle power shall be isolated by removing keys and placing them in the supplied lock 
box. Each person conducting work on the vehicle shall place their lock on the lock box 
while work is being done. If there is a secondary power source or stored energy 
potential those sources will have to be isolated and relieved prior to work. Further 
safety catches (i.e. hydraulic line isolation bar) must be used. Refer any questions 
regarding potentials to vehicle specific procedures Form L-5, vehicle Maintenance 
personnel or equipment operation and service manual(s).   

3.     Documentation of Lockout/Tagout shall be kept on the service record by recording 
“service code” 04 on the service record. Tags shall be labeled while on the steering  
wheel.  

4.     Each person conducting work must remove their own tag from the steering wheel and 
lock from the box when finished. Vehicle may only be energized once all tags and locks 
have been removed.  

5.     Electronic service records shall be used to review and audit the vehicle 
Lockout/Tagout program.  

6.     In the case of lawn mowers, or other smaller motorized equipment the spark plug 
must be effectively disconnected and isolated prior to work which could result in 
personal injury if the equipment was to become energized. Keys must also be secured.  

7.     Lock box locations will be identified during training and clearly marked. Employees 
must use their own assigned locks and may not use or remove any other employees 
lock.  

 
          See form L-5 “Machine/Vehicle -Specific Procedures.” 
 
XVI.    OUTSIDE PERSONNEL – CONTRACTORS 

 A.  Whenever outside servicing personnel are to be engaged in de-energization activities  
       on City of Menasha property, the City of Menasha and the outside servicing personnel  
       shall inform each other of their respective lockout or tagout procedures.  

 B.  The Department Head and/or designated employee will meet with the contractor to  
       exchange information regarding their respective procedures for lockout and /or tagout. 

 C.  The Department Head and/or designated employee will inform the City of Menasha  
       employees of the restrictions and prohibitions of the contractor’s program. 

 D.  The Department Head and/or designated employee will later verify that the outside  
       servicing personnel understand the City of Menasha’s program, its  
       restrictions, and its prohibitions.  

 
XVII.    ANNUAL LOCKOUT PROGRAM REVIEW 

 A.   To assure that this written Lockout/Tagout Program is being followed and to determine  
        if the program is meeting its objectives, the Lockout/Tagout Program will be reviewed  
        at least annually. 

B.    Management will review the written program and the completed annual program review    
       documentation. Service Records sorted by service code “04” shall be used to audit this program.      
       Changes will be made to increase the level of employee protection as required. 
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XVIII.    AFFECTED AREAS 
              Lockout/Tagout procedures will generally be used but not limited to the following  
              areas/equipment: 

A. Maintenance Shops – Public Works Department and Parks Department; 

B. Vehicle Shops – Public Works Department (including garage door openers); 

C. Pool Maintenance.   
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PERSONAL PROTECTIVE EQUIPMENT 
 

7.01 General Responsibilities  
 
In order to comply with the Wisconsin Department of Commerce (Comm. 32) and 
Federal OSHA Standard 29CFR 1910.132 the following written program has been 
established for the City of Menasha. The purpose of this program is to ensure the safety 
of all employees whenever they may be exposed to a hazard that could cause bodily 
injury through hazardous processes, environments, chemical hazards, radiological 
hazards or mechanical hazards through absorption, inhalation or physical contact. The 
program is meant to establish procedures for the selection, training, storage, cleaning 
and use of Personal Protective Equipment (PPE). This program shall cover:  
 

A. Eye and Face protection  
B. Respiratory Protection  
C. Head protection  
D. Foot protection  
E. Hand protection  
F. Hearing protection  
G. Traffic exposure protection  
H. Leg and body protection  

 
7.02 Scope  

 
This policy applies to all City of Menasha Employees who by the nature of their job 
function have the potential to be exposed to chemical, physical or biological hazards 
which may cause illness, injury, or impairment to any part of the body through 
absorption, inhalation or physical contact.  
 

7.03 Authority and Responsibility  
 

Immediate Supervisors are responsible for:  
  

A. Ensuring PPE is available 
B. Providing PPE as required 
C. Ensuring the provided PPE is being used by all affected employees during job 

tasks that require such protection.  
D. Conducting hazard assessments of job functions which may require use of  PPE 
E. Maintain documentation of purchase and assignment of PPE  
F. Take appropriate disciplinary action for employees who do not wear PPE as 

required.  
 

Menasha Health Department – Safety Coordinator is responsible for:  
 

A. Ensuring that hazard assessments of work tasks has been completed and need 
for PPE for those work tasks has been identified. 

B. Determining appropriate PPE for use  
C. Conducting appropriate training and fit testing for employees for use of PPE.  
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D. Maintaining documentation of training, PPE assignments, fit testing and PPE 
availability.  

E. Update PPE policy as necessary to meet changes in work functions or tasks.  
 

Workers are responsible for:  
 

A. Inspecting all PPE prior to use 
B. Wearing PPE as required when performing job tasks 
C. Participate in mandatory training 
D. Notify supervisor when new PPE is necessary 
E. Contact supervisor when a new task or change occurs which may pose 

additional hazards not previously identified. 
 

Hazard Assessment  
 
General requirements of the OSHA standard (29 CFR 1910.132) specify that employers 
must make an assessment of the workplace to determine what hazards are present, or 
likely to be present, which necessitate the use of PPE.  
 
Assessments will be reviewed and updated on an annual basis, or as jobs require new or 
different PPE. The Supervisor shall provide copies of the PPE assessment to the 
Menasha Health Department when reviewed or changed.  
 
Additionally, if the employee determines that he/she is performing a job which needs 
PPE, but it is not listed by his/her Supervisor on the assessment, he/she shall wear the 
PPE necessary to prevent injury and inform his/her Supervisor of the need to add the 
job to the assessment list.  

 
7.04  Considerations  

 
PPE devices alone shall not be relied on to provide protection against hazards, but shall 
be used in conjunction with guards, engineering controls, administration controls and 
sound work practices.  
 
When selecting PPE, utilize the following considerations as a basic directive 
 

A. Application- What part of the body is being or potentially being affected?  
B. Chemical resistance- Will the material retain its protective qualities with the 

chemical? 
C. Strength – is the material resistant to punctures, tears and abrasions? 
D. Flexibility – Does the PPE afford the necessary dexterity? 
E. Thermal Limits – Does the material retain its dexterity limits and maintain 

protective capacity in temperature extremes? 
F. Cleanable- Can material be easily and effectively cleaned?  
G. Longevity- Will clothing resist aging?  
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7.05  Respiratory Protection   
 

Respiratory protection shall be in accordance with the Respiratory Protection Section in 
this manual. 
 

7.06  Eye and Face Protection    
 
This program complies with OSHA 29 CFR 1910.133 Standard for Eye and Face 
Protection. Suitable eye and face protection shall be worn when there is a potential for 
exposure to the eyes or face from flying particles, molten metal, chemicals, gases, 
vapors or potentially injurious light radiation. Side protection is required when there is a 
hazard potential from flying objects. Clip on side shields would be acceptable.  
 
Eye protection shall be durable, comfortable and easily cleanable. Persons whose vision 
requires the use of corrective lenses and who by the nature of their job duties require 
eye protection shall wear prescription safety rated glasses with side shields or other 
affective slip over type eye protection with side protection.  
 
Use of safety glasses is mandatory in the following areas:  

A. DPW vehicle maintenance shop  
B. Wood Shop  

Four general classes of eye and face protection:  
A. Safety eye glasses 
B. Face shields 
C. Goggles 
D. Welding helmets 

 
The following information obtained from the National Safety Council should help in 
determining what equipment should be selected for particular job tasks:  
 
  Protector Type 
 

A. Spectacles, semi flat-fold side shield 
B. Goggles, flexible fitting, regular ventilation  
C. Goggles, flexible fitting, hooded ventilation 
D. Goggles, cushioned fit, rigid body 
E. Welding goggles, eyecup type, filter lenses 
F. Chipping goggles, eyecup type, clear lenses 
G. Face shield, plastic or mesh window 
H. Welding helmet, stationary window or lift front window 

 
For contact with  Operation  Hazards  Protectors 
 Chipping, grinding, 

machining, masonry, 
sanding  

Flying fragments, 
flying objects, chips, 
particles of dirt 

A, B, D, F 

Heat  Welding  Sparks A, B, C, D, F 
  High Heat exposure B, G 
  Splashes B, G 
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Chemical  Acid & Chemical 
Handling  

Splashes, irritating 
mists, smoke, fumes 
or vapors 

C, D, G  

Dust & Mist  Woodworking, 
sanding, general 
dusty conditions 

Dust C, D, F  

 Filter Shade   
IR / UV Radiation  Electrical arc welding 

/ plasma torch 
10-14 H 

 Gas welding  4-8 E, H 
 Cutting  3-6 E, H 
 Glare 1 E 
 Torch soldering  1.5-3 E 
 
7.07 Hearing Protection (refer to Hearing Conservation Section in this manual) 

 
7.08      Head Protection  

 
This program complies with OSHA Head Protection Standard 29 CFR 1910.135. Head 
protection shall be worn in areas where there is a potential for injury to the head from 
impact, flying or falling objects or electrical shock and/or burns. It shall be assumed that 
these hazards exist anytime employees work under other tasks (i.e. ladders, scaffold, 
grates) which may allow tools or materials to fall.  
 
Helmets shall effectively protect the employee as follows:  
 Resist penetration of falling objects 
 Absorb the shock of a blow to the head which are in two types 

- Type 1 – Helmets intended to reduce the force of impact resulting form 
a blow only to the top of the head.  

- Type 2 – Helmets intended to reduce the force of impact resulting from 
a blow which may be received off center or to the top of the head.  

 Be water resistant and slow burning 
 Have an adjustable suspension and head band.  
 Certain hard hats are also resistant to electrical shock- manufacturer 

specifications must be consulted if electrical shock is also a hazard. 
 All hats should meet the following standard:  

ANSI standard Z89-1986 (sticker or stamp found inside the helmet)  
 Electric shock resistant helmets must comply with ANSI Z89.2-1971. 

 
7.09 Foot Protection  
 

This program complies with the OSHA Standard for Foot Protection as found in 29 CFR 
1910.136. Foot protection shall be worn when there is the potential for injury to feet 
from falling or rolling objects, objects piercing the sole of the foot, electrical hazards, 
hot surfaces and slippery surfaces. Safety shoes are required for all employees in the 
following departments:  

A. Engineering – as needed based on job task. 
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B. Department of Public Works including Vehicle Maintenance 
C. Parks Department – Maintenance 
D. Building Maintenance – as needed based on job task 
 

All footwear shall comply with ANSI Z41-1991 Protective Footwear.  Specific ratings for 
protective foot wear are as follows:  
 
Compression ratings indicate the amount of pressure a safety shoe can withstand. The 
ratings are as follows: 

a. C/30: up to 1,000 lbs of pressure 
b. C/50: up to 1,750 lbs of pressure  
c. C/75: up to 2,500 lbs of pressure 

 
Impact Ratings indicate the ability of the shoe to withstand impact. The ratings are as 
follow:  

a. I/30: up to 30 foot pounds  
b. I/50: up to 50 foot pounds 
c. I/75: up to 75 foot pounds  

 
7.10 Traffic Safety / High Visibility Clothing 

 
This program complies with COMM 32.39 Traffic safety/ high visibility clothing of the 
Wisconsin Administrative Code. High visibility traffic safety clothing (vest or suitable 
approved alternative) shall be worn by all workers performing any tasks which would 
expose them to hazards posed by mechanical/ vehicular traffic.  
 
The following would apply to this requirement.  
 

A. Work on traveled roadways from sidewalk to sidewalk (COMM 32.39(1))  
B. Work in areas/locations such as parking lots or gas stations 
C. Any other area in which vehicular traffic would be in close proximity. 

 
All Department of Public Works employees, Parks employees, Engineering and Police 
Department employees shall be assigned and wear high visibility clothing. Any other 
employees whose task may expose them to vehicular traffic shall obtain and wear high 
visibility clothing while exposed to that hazard. Police Department shall refer and follow 
WDOT guidance for law enforcement related to high visibility clothing during extended 
exposure to traffic.  

 
7.11 Protective Clothing – Leg and Body Protection  
 

Leg protection is required with the use of chain saws and any equipment which would 
have the potential to cut and injure legs with direct contact during operation. Leg 
protection must be made of a material which would pass the “threshold chain speed 
test” per manufacturer’s specification.  
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Leg protection must be at least 28” long and cover 180º of the front of the legs from 
inseam to outseam. Protection must extend from the crotch to a minimum of 3” above 
the ankle.  

 
Leg protection must be maintained to keep free of fraying and unraveling material.  

 
Body protection may be required for welding or torching tasks which could result in 
molten metal, or other molten materials which could potentially pose a burn risk to the 
body of the employee. High temperature resistant appropriate body protection should 
be utilized to protect the employee from burn risk.  

 
7.12 Hand Protection  
 

This program complies with the OSHA Hand Protection Standard as found in 29 CFR 
1910.138. Employees shall select and use appropriate hand protection when employee’s 
hands are exposed to hazards such as those from skin absorption of harmful substances, 
severe cuts or lacerations; severe abrasions; punctures; chemical burns; thermal burns; 
and harmful temperature extremes.  

 
Hand protection shall be selected based on the performance characteristics of the 
protection based on the task to be performed, conditions present, duration of use, and 
the hazards and potential hazards identified.  

 
For chemical exposures consult the product MSDS Sheet and refer to the PPE section for 
the recommended hand protection. Use of improper hand protection with chemical 
agents may result in exposure due to improper hand protection reacting to the 
chemical. Questions should be referred to the Menasha Health Department.  

 
For thermal applications consult the specifications and temperature resistance for any 
hand protection utilized for that task.  

 
7.13   Fall Protection Safety Belts and Harnesses 

 
This section complies with OSHA Fall Protection Standard 29 CFR 1910.66. Fall 
protection is required when employees are working on ramps, runways, excavations, 
hoist areas, holes, roofing work or access, ladders, bucket trucks or other vehicles which 
would involve working at or above 6 feet off the ground. Fall protection must be 
compatible with the type of work being performed. Examples of fall protection include:  
A. Guard rail system 
B. Safety net system  
C. Personal fall arrest system (i.e. safety belt and lanyard) 

Personal fall arrest systems consist of anchorage, connectors and a body belt or 
body harness and may include a deceleration device, lifeline or suitable 
combination.  
 
Personal fall arrest systems must do the following:  

1. Limit maximum arresting force on an employee to 900 lb when used with a 
body belt.  
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2. Limit maximum arresting force on an employee to 1,800 lb when used with 
a body harness.  

3. Bring the employee to a complete stop within 3.5 feet  
4. Have sufficient strength to withstand twice the potential impact energy of 

an employee free falling a distance of 6 feet.  
 

Personal fall arrest systems must be inspected prior to each use for wear, damage or 
deterioration. Defective components must be immediately removed from service. Dee-
rings/carabineers must have a maximum tensile strength of 5000 lb and shall be proof 
tested to a minimum tensile strength of 3,600 lb. Consult manufacturer specifications 
for limits.  
 
Positioning body belt or body harness systems are to be set up so the worker cannot 
free fall more than 2 feet. Anchorage shall be sufficient to support at least twice the 
potential impact load of the employee’s fall or 3000 lb whichever is greater.  
 
If work is of extended duration and involve more than 1 employee an access zone 
should be established to control and minimize other employees from entering the area 
below work to minimize risks from falling objects.  
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RESPIRATORY PROTECTION PROGRAM 
 

I.    PURPOSE  
 
The purpose of this written program is to protect the health and safety of City of Menasha 
employees who work in environments with air contaminants including harmful particulates, 
fumes, fogs, mists, gases, smokes, sprays, or vapors. This respiratory protection program is to be 
in compliance with the OSHA Respiratory Protection Standard 29CFR1910.134 inclusive of all 
referenced appendices. The primary objection shall be utilizing effective engineering controls 
and administrative controls to prevent unsafe atmospheric work conditions. This program shall 
be utilized when air contaminants cannot otherwise be controlled. 
 
II.   APPLICATION 
 
This program applies to:  

A. All Department of Public Works and Parks Department Staff 
B. All Health Department staff as needed (nurses, sanitarian)  
C. Any other employee who in the course of their job may be exposed to unsafe air borne 

contaminants.  
 
III.   AUTHORITY AND RESPONSIBILITY  
 
The Menasha Health Department shall administer the Respiratory Protection Program for all 
affected City of Menasha Employees. Menasha Health Department Safety Coordinator is 
responsible for:  

A. Ensuring appropriate respiratory protection is provided to all employees whose job 
duties may involve work in environments containing unsafe air contaminants.  

B. Conducting and maintaining hazard assessment of job tasks which required the use of 
respiratory protection.  

C. Reviewing jobs/tasks not previously identified related to unsafe air contaminants and 
applying respiratory protection as needed.  

D. Maintain documentation of all employee training, respiratory protection and filter 
assignment and annual fit testing records.  

 
Immediate Supervisor(s) Responsibility 

A. Ensuring PPE is available to affected employees 
B. Maintaining supply of replacement respirator filters 
C. Ensure employees are using respiratory protection during job tasks which require use.  
D. Take appropriate disciplinary action for employees who do not wear respirators as 

needed.  
 
Employee Responsibility  

A. Inspection and maintenance of assigned respirator  
B. Wearing respiratory protection when performing applicable job tasks 
C. Participate in mandatory training and fit tests 
D. Notify supervisor when changes in job task requires respiratory protection or different 

respirator filters.  
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Voluntary Use of Respirators  
 
The voluntary use of respirators when not required by the City of Menasha must be controlled 
in the same manner as under required circumstances. The City of Menasha may provide 
respirators at the request of employees or permit employees to use their own respirators, if the 
Program Administrator determines that the use of a private respirator is adequate for the 
environment and does not create an additional hazard. Information from Appendix D shall apply 
to employees choosing to voluntarily wear respiratory protection. In addition, the City of 
Menasha must ensure that any employee using a respirator voluntarily is medically able to use 
the respirator, and that the respirator is cleaned, stored and maintained so that it does not pose 
a health hazard to the user. This does not apply to the use of non-tight fitting face masks (dust 
masks).  
 
Employee Training  
 
Employee training shall be provided by the Menasha Health Department Safety Coordinator. 
Training shall be conducted annually during the fit test. Training topics shall include:  

A. Fit test utilizing OSHA approved method as outlined in Respiratory standard 
B. Limitations and capabilities of the respirator assigned 
C. Engineering controls which should be used in conjunction with the respirators.  
D. Determining if respirator use is required. 
E. Proper cleaning of respirators 
F. Proper care  
G. Fit check procedures  
H. Determining when filters need to be changed 
I. Familiarization with filter chart to determine the appropriate filter for job task.  
J. Location of replacement filters 
K. General program requirements 

 
Basic Respiratory Protection Safety Procedures 
 

A. Only authorized and trained employees may use respirators. Those employees may only 
use the respirator that they have been trained on and properly fit tested to use.  

B. Only physically qualified employees may be trained and authorized to use respirators 
(mandatory or voluntary). A pre-authorization certification by a qualified physician will 
be required and maintained. Any changes in an employee’s health must be evaluated by 
a qualified physician prior to continued use of respiratory protection. Consult with 
Menasha Health Department case by case to determine if supplemental physician 
assessment would be required.  

C. Only a properly prescribed respirator or SCBA may be used for the job or work 
environment. Air purifying respirators may be used in work environments with oxygen 
levels of 19.5-23.5% as measured by available 4 gas meter. Appropriate air-purifying 
filter, as determined by the manufacturer and approved by NIOSH, for known hazardous 
substance is used. SCBA will be used in all oxygen deficient and oxygen rich 
environments below 19.5 or greater than 23.5%.  

D. Employees working in environments where a sudden release of a hazardous substance 
is possible shall have an appropriate respirator immediately available (no more than 1 
step away).  
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E. All respirators shall be stored in a clean, convenient and sanitary environment in stable 
temperatures 40F-90F. Extremes in temperature may damage or deteriorate respirator 
parts.  

F. Management will establish and maintain surveillance of jobs and work place conditions 
and degree of employee exposures. Personal air monitoring for hazardous environments 
may be conducted as needed to define necessity for respirator use.  

G. Disciplinary action shall be taken with employees who do not utilize respiratory 
protection while doing mandatory wear tasks or are in unsafe environments. Initial 
disciplinary action shall be taken as deemed necessary by the immediate supervisor. 
Subsequent disciplinary action shall be referred to the Department Head and Personnel 
Department as necessary.  

 
Selection of Respirators  
 
The City of Menasha has evaluated the respiratory hazard(s) in each workplace, identified 
relevant workplace and user factors and has based respirator selection on these factors. 
Estimates of employee exposure, contaminant state and form have been used to determine the 
appropriate respirator and filter type.  
 
 Filter Classifications 
 

A. N – series Non Oil resistant  
B. R- series Oil resistant  
C. P-series oil proof 

 
All respirator filters shall be P-series unless specific circumstances require other series.  
 
Respirators for IDLH environments  
 
City of Menasha Employees (with the exception of N-M Fire Dept.) shall not enter any 
environment which contains IDLH level air contaminants.  
 
Respirators for use in non-IDLH environments  
 
The respirators/filters shall be adequate to protect the health of the employee and ensure 
compliance with all other OSHA requirements, under routine and reasonably foreseeable 
emergency situations. The respirator shall be appropriate for the chemical and physical state of 
the contaminant.  
 
Identification of Filters and Cartridges 
 
All filters and cartridges shall be labeled and color-coded with the NIOSH approval label and that 
the label is not removed and remains legible. All filters and cartridges used by employees shall 
be approved by the Safety Coordinator.  
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Respirator Filter & Canister Replacement  
 
An important part of the respirator protection program includes identifying the useful life of 
canisters and filters used on air-purifying respirators. Canisters and filters shall be changed as 
follows:  
 

A. Prior to expiration date 
B. When resistance to breathing is noticed 
C. When any damage to filter is noted 
D. Per manufacturers recommendation  
 

Respiratory Protection Program Medical Evaluations  
 
Records of medical evaluations must be retained and made available in accordance with 29 CFR 
1910.1020.  
 
 
Medical Evaluation Required  
 
Using a respirator may place a physiological burden on employees that varies with the type of 
respirator worn, the job and workplace conditions in which the respirator is used and the 
medical status of the employee. The City of Menasha provides a medical evaluation to 
determine the employee’s ability to use a respirator before the employee is fit tested or 
required to use the respirator in the workplace.  
 
Medical Evaluation Procedures  
 
The employee will be provided a medical questionnaire by the medical provider. Appendix A. 
 
Follow-up Medical Examination  
 
The City of Menasha shall ensure that a follow-up medical examination is provided for an 
employee who gives a positive response to any question among questions in Part B of the 
questionnaire or whose initial medical examination demonstrates the need for a follow-up 
medical examination. The follow-up medical examination shall include any medical tests 
(mandatory pulmonary function), consultations or diagnostic procedures as deemed necessary 
by the physician to make a final determination.  
 
Administration of Medical Questionnaire and Examinations  
 
The medical questionnaire and examinations shall be administered confidentially during the 
employee’s normal working hours or at a time and place convenient to the employee. The 
medical questionnaire shall be administered in a manner that ensures that the employee 
understands its content. The City of Menasha shall provide the employee with an opportunity to 
discuss the questionnaire and examination results with the physician.  
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Supplemental Information for the Physician  
 
The physician must be provided with the following information before the physician can make a 
final determination concerning an employee’s ability to use a respirator:   

A. The type and weight of the respirator 
B. Duration and frequency of respirator use 
C. Physical exertion involved in task requiring respirator  
D. Additional PPE which will be used at the same time 
E. Temperatures and humidity extremes  
F. Supplemental information as deemed necessary by the physician  
 
The City of Menasha has provided the physician with a copy of the written program and a 
copy of OSHA Standard 1910.134.  
 

Medical Determination 
 
In determining the employee’s ability to use a respirator, the City of Menasha shall:  

A. Obtain a written clearance from a physician regarding the employee’s ability to 
wear the respirator. Including the following:  

1. limitations on respirator use of any kind  
2. need for follow-up examinations including time frame 
3. A statement that the employee has been provided a copy of the physician’s 

recommendations.  
4. If a medical condition is found which would put an employee at risk using a 

negative pressure respirator – an air supplying respirator shall be provided if 
the employee can safely wear one. Supplied air would include PAPR or 
SCBA.  

 
Additional Medical Examinations  
 
At a minimum, the City of Menasha shall provide additional medical evaluations that comply 
with the requirements of this section if:  

B. An employee exhibits or reports signs or symptoms that are related to the ability to 
wear a respirator.  

C. A physician, supervisor or program administrator reports any condition which would 
indicate that an employee would need to be reevaluated.  

D. Information from the respiratory protection program including observations made 
during the fit test and program evaluation which would necessitate reevaluation.  

E. A change in task or workplace condition which may pose a substantial increase in 
the physiological burden placed on an employee.  

 
Respirator Fit Testing  
 
Before an employee uses any respirator with a negative pressure or positive pressure tight 
fitting face piece, the employee must be fit tested with the respirator that they will use. The City 
of Menasha shall ensure that the employee is fit tested prior to initial use of the respirator, 
whenever a different respirator type is used (not filter), at least once annually and with any 
significant changes in employee weight or facial feature.  
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Employees with facial hair which will affect the seal of the respirator will not be fit tested.  
 
The City of Menasha has established a record of the qualitative and quantitative fit tests 
administered to employees including:  

A. Employee’s name 
B. Type of fit test  
C. Make model and size of respirator  
D. Date of test  
E. Results of the fit test including fit tester comments 

 
Types of Fit Tests  
  
The fit test shall be administered using an OSHA approved QLFT or QNFT protocol. Protocols are 
contained in Appendix A of the OSHA Standard 1910.134.  
 
Respirator Operation and Use  
 
Respirators will only be used following the respiratory protection safety procedures established 
in this program. The Operations and Use Manuals for each type of respirator will be maintained 
by the Safety Coordinator and be available to all qualified users.  
 
Surveillance by the direct supervisor shall be maintained of work area conditions and degree of 
employee exposure or stress. When there is a change in work area conditions or degree of 
employee exposure or stress that may affect respirator effectiveness, the City of Menasha shall 
reevaluate the continued effectiveness of the respirator.  
 
For continued protection of respirator users, the following general rules apply:  

A. Users shall not remove respirators while in a hazardous environment 
B. Respirators are to be stored in sealed containers out of hazardous atmospheres, 

temperature extremes and direct sunlight.  
C. Store away from heat and moisture 
D. Store so shape integrity of the respirator seals are not compromised 
E. Store respirator so the face piece is protected 

 
Face Seal Protection  
 
The City of Menasha does not permit respirators with tight fitting face pieces to be worn by 
employees who have:  

A. Facial hair that comes between the sealing surface of the face piece and the face or that 
interferes with the valve function 

B. Any condition that interferes with the face-to-face piece or valve function.  
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Continuing Effectiveness of Respirators  
 
The City of Menasha shall ensure that employees leave the work area in the event of:  
 

A. If skin irritation is noted during use of the respirator  
B. If they detect vapor, odor or gas breakthrough, changes in breathing resistance, or 

leakage of the face piece.  
C. If canisters / filters need to be changed per manufacturer’s time exposure 

recommendations.  
 

The City of Menasha shall ensure that respirators are repaired, replaced, filters / cartridges are 
changed or other necessary corrections prior to allowing the employee to return to the work 
area.  
 
Cleaning and Disinfecting Respirators 
 
The City of Menasha shall provide each respirator user with a respirator that is clean, sanitary 
and in good working condition.  
  

A. Respirators used exclusively by an employee shall be cleaned as necessary to maintain it 
in a sanitary condition. 

B. Emergency use respirators shall be cleaned following each use.  
 

Standard cleaning of respirators should be done using soap and warm water.  
 
Respirator Inspection  
 
All respirators / SCBA shall be inspected after each use and at least monthly. Should any defects 
be noted, the respirator / SCBA will be taken to the Safety Coordinator. Damaged respirators 
will be either repaired or taken out of service. Replacement of respirator will require that the 
employee be fit tested prior to using the new respirator.  
 
 
Respirator inspections include the following:  

A. A check of respirator function, tightness of connections and the condition of various 
parts including, but not limited to, face piece, head straps, valves, diaphragms, 
connecting tubes and filters or cartridges.  

B. Check for any signs of deterioration 
C. SCBA shall be inspected monthly, including face piece, hose, regulator, alarm, gauges.  

 
For Emergency Use Respirators the additional requirements apply: 

A. Certify the respirator by documenting the date the inspection was performed, the name 
(signature) of the person conducting the inspection, findings, remedial actions if 
necessary and serial number or other identifier of the respirator.  

B. Information should be on a tag on the respirator storage container. The information 
shall also be kept with the Safety Coordinator.  
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Respirator Storage 
 
Respirators are to be stored as follows:  

A. All respirators shall be stored to protect them from damage, contamination, dust, 
sunlight, extreme temperatures, excess moisture and damaging chemicals. They should 
be packed or stored in a way that protects the shape of the face piece.  

 
Emergency Respirators shall be:  

A.    Kept immediately accessible to the work area 
B. Stored in compartments or in covers that are clearly marked as containing emergency 

respirators; and 
C. Stored in accordance with any applicable manufacturer instructions.  

 
Repair of Respirators 
 
Respirators that fail inspection or are otherwise found to be defective will be removed from 
service to be discarded, repaired or adjusted in accordance with the following procedures:  

A. Repairs are to be conducted by an individual appropriately trained to perform such 
operations and shall use only the respirator manufacturers NIOSH – approved parts 
designed for the respirator. 

B. Repairs shall be made according to the manufacturer’s recommendations and 
specifications for the type and extent of repairs to be performed;  

C. Reducing and admission valves, regulators and alarms shall be adjusted or repaired only 
by the manufacturer or a technician trained by the manufacturer.  

 
 
User Seal Check Procedures (Mandatory)  
 
The individual who uses a tight-fitting respirator is to perform a user seal check to ensure that 
an adequate seal is achieved each time the respirator is put on. The positive and negative fit 
checks shall be conducted immediately prior to entering a hazardous environment.  
 
Face Piece Positive and/or Negative Pressure Checks  
 

A. Positive Pressure Check. Close off the exhalation valve and exhale gently into the face 
piece. The face fit is considered satisfactory if a slight positive pressure can be built up 
inside the face piece without any evidence of outward leakage of air at the seal. For 
most respirators this method of leak testing requires the wearer to first remove the 
exhalation valve cover before closing off the exhalation valve and then carefully 
replacing it after the test.  

B. Negative Pressure Check. Close off the inlet opening of the canister or cartridge/filter by 
covering with the palm of the hands or by replacing the filter seal(s), inhale gently so 
that the face piece collapses slightly, and hold breath for 10 seconds. The design of the 
inlet opening of some cartridges/filters cannot be effectively covered with the palm of 
the hand. The test can be performed by covering the inlet opening of the cartridge/filter 
with a thin latex or nitrile glove. If the face piece remains in its slightly collapsed 
condition and no inward leakage of air is detected, the tightness of the respirator is 
considered satisfactory.  
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Manufacturer’s Recommended User Seal Check Procedures 
 
The respirator manufacturer’s recommended procedures for performing a user seal check may 
be used instead of the positive/negative pressure check procedures provided that the employer 
demonstrates that the manufacturer’s procedures are equally effective.  
 
 
Respiratory Cleaning Procedures (Mandatory)  
 
These procedures are provided for employee use when cleaning respirators. Consult with 
manufacturers recommendations for cleaning. The following are good general practices when 
cleaning and maintaining sanitary respirators.  
 
Procedures for Cleaning Respirators  
 

A. Remove filters, cartridges, or canisters. Disassemble face pieces by removing speaking 
diaphragms, demand and pressure-demand valve diaphragms.  

B. Wash components with warm water with a mild detergent. A stiff nylon bristle brush 
may be used to remove dirt. Do not use metal bristles.  

C. Rinse components with warm water to remove detergent.  
D. Optional – immerse components in a mild sanitizing solution for two minutes as follows 

– 1 milliliter of bleach into 1 liter of water (50ppm) 
E. Rinse components thoroughly in clean, warm water preferably running water. Drain. 

The importance of thorough rinsing cannot be overemphasized. Detergents and 
sanitizers that dry on face pieces may result in dermatitis. In addition, some 
disinfectants may cause deterioration of rubber or corrosion of metal parts if not 
completely removed.  

F. Components should be thoroughly hand dried.  
G. Reassemble respirator  
H. Test respirator to make sure all components work properly.  

 
 
Information for Employees Using Respirators When Not Required Under the Standard (Non-
mandatory)  
OSHA Standard 1910.134 
 
Respirators are an effective method of protection against designated hazards when properly 
selected and worn. Respirator use is encouraged, even when exposures are below the exposure 
limit, to provide an additional level of comfort and protection for workers. However, if a 
respirator is used improperly or not kept clean, the respirator itself can become a hazard to the 
worker. Sometimes, workers may wear respirators to avoid exposures to hazards, even if the 
amount of hazardous substance does not exceed the limits set by OSHA Standards. If your 
employer provides respirators for your voluntary use, or if you provide your own respirator, you 
need to take certain precautions to be sure that the respirator itself does not present a hazard.  
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You should do the following:  
 

A. Read and heed all instructions provided by the manufacturer on use, maintenance, 
cleaning, care and warnings regarding the respirators limitations.  

B. Choose respirators certified for use to protect against the contaminant of concern. 
NIOSH, the National Institute for Occupational Safety and Health of the US Department 
of Health and Human Services, certifies respirators. A label or statement of certification 
should appear on the respirator or respirator packaging. It will tell you what the 
respirator is designed for and how much it will protect you.  

C. Do not wear your respirator into atmospheres containing contaminants for which your 
respirator is not designed to protect you against. For example, a respirator designed to 
filter dust particles will not protect you against gases, vapors, or very small solid 
particles of fumes or smoke.  

D. Keep track of your respirator so that you do not mistakenly use someone else’s 
respirator.  

 
Note:  The City of Menasha will provide respirators to all employees who can 

demonstrate a need even voluntary. Employees who choose to wear respirators 
shall be required to participate in medical assessment and fit testing.  
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Appendix A 
CITY OF MENASHA 

RESPIRATOR MEDICAL EVALUATION QUESTIONNAIRE 
 

 
Can you read        yes    No  
 
Your supervisor must allow you to answer this questionnaire during normal working hours, or at a 
time and place that is convenient to you. To maintain your confidentiality, your supervisor must not 
look at or review your answers, and your supervisor/ Department Head must tell you how to deliver 
or send this questionnaire to the health care professional who will review it.  
 
Part A. Section 1 (Mandatory) The following information must be provided by every employee who 
has selected to use any type of respirator (please print):  
 

Today’s Date   
Your name   
Your age   
Sex    Male    Female  
Your height                          Ft.                           In.  
Your weight                           Lbs. 
Job Title                                
Phone # (home)  (                   )  
Best time to reach at phone #  
Have you been informed how to contact health care provider regarding this 
questionnaire? 

  yes          no  

Check respirator type  N,R,P disposable respirator   half or full face negative pressure 

Prior respirator use    Yes                   No  
If yes what type of respirator: 

 
Part A Section 2. (Mandatory) Questions 1 through 9 below must be answered by every employee 
who has been selected to use any type of respirator (please x yes or no).  

 
 
 
1. Do you smoke tobacco or have you in the last month   yes           No  
2. Have you ever had any of the following conditions?  
Seizures (fits)   yes     No 
Diabetes (sugar disease)   yes     No 
Allergic Reactions that interfere with breathing   yes     No 
Claustrophobia (fear of closed places)   yes     No 
Trouble smelling odors   yes     No 
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3. Have you ever had any of the following pulmonary or lung problems?  
Asbestosis   yes     No 
Asthma   yes     No 
Chronic Bronchitis   yes     No 
Emphysema   yes     No 
Pneumonia   yes     No 
Tuberculosis  yes     No 
Silicosis   yes     No 
Pneumothorax  yes     No 
Lung Cancer   yes     No 
Broken Ribs   yes     No 
Any chest injuries or surgeries   yes     No 
Any other lung problem you have been told about  yes     No 
 
4. Do you currently have any of the following symptoms of pulmonary or lung illness?  
Shortness of breath   yes     No 
Shortness of breath walking level or slightly inclined  yes     No 
Shortness of breath when walking on level ground at an ordinary pace.   yes     No 
Have to stop for breath when walking on level ground at normal pace.   yes     No 
Shortness of breath when washing or dressing yourself  yes     No 
Shortness of breath that interferes with your job  yes     No 
Coughing that produces phlegm  yes     No 
Coughing that wakes you early in the morning  yes     No 
Coughing which occurs mainly when lying down  yes     No 
Coughing up blood in the last month  yes     No 
Wheezing   yes     No 
Wheezing that interferes with your job  yes     No 
Chest pain when you breathe deeply  yes     No 
Any other symptoms that you think may be related to lung problems   yes     No 
 
5. Have you ever had any of the following cardiovascular or heart problems?  
Heart attack   yes     No 
Stroke   yes     No 
Angina   yes     No 
Heart failure   yes     No 
Swelling in your legs or feet (not from walking)   yes     No 
Heart arrhythmia (irregular heart beat)   yes     No 
Chest pain when you breathe deeply  yes     No 
Any other heart problem that you have been told about  yes     No 
 
6. Have you ever had any of the following cardiovascular or heart symptoms?  
Frequent pain or tightness in your chest   yes     No 
Pain or tightness in your chest during physical activity  yes     No 
Pain or tightness in your chest that interferes with your job  yes     No 
In the past 2 years have you noticed your heart skip a beat  yes     No 
Heartburn or indigestion that is not related to eating   yes     No 
Any other symptoms that you think may be related to heart or 
circulation problems 

 yes     No 

 
7. Do you currently take medication for any of the following problems?  
Breathing or lung problems   yes     No 
Heart trouble   yes     No 
Blood pressure   yes     No 
Seizures   yes     No 
8. If you’ve used a respirator, have you ever had any of the following problems? (If you’ve 
never used a respirator, check the following space and go to the next section).  
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Eye irritation   yes     No 
Skin allergies or rashes   yes     No 
Anxiety   yes     No 
General weakness or fatigue   yes     No 
Any other problem that interferes with your use of a respirator   yes     No 
 
9. Would you like to talk to the health care professional who will review this questionnaire 
about your answers to this questionnaire?       yes     No 
 
Questions 10-15 below must be answered by every employee who has been selected to use 
either a full-face piece respirator or a self-contained breathing apparatus (SCBA). For employees 
who have been selected to use other types of respirators, answering these questions is 
voluntary.  
 
10. Have you ever lost vision in either eye (temporarily or permanently)   yes     No 
 
11. Do you currently have any of the following vision problems?  
Wear contact lenses   yes     No 
Wear glasses  yes     No 
Color blind   yes     No 
Any other eye or vision problem  yes     No 
 
12. Have you ever had an injury to your ears, including a broken ear drum?  yes     No 
 
13. Do you currently have any of the following hearing problems?  
Difficulty hearing   yes     No 
Wear a hearing aid   yes     No 
Any other hearing or ear problem   yes     No 
 
14. Have you ever had a back injury?       yes     No 
  
15. Do you currently have any of the following musculoskeletal problems?  
Weakness in any of your hands, arms, legs or feet   yes     No 
Back pain   yes     No 
Difficulty fully moving your arms and legs   yes     No 
Pain or stiffness when you lean forward or backward at the waist  yes     No 
Difficulty moving your head up or down  yes     No 
Difficulty bending at your knees   yes     No 
Difficulty squatting to the ground  yes     No 
Climbing a flight of stairs or a ladder carrying more than 25 lbs  yes     No 
Any other musculoskeletal problem that interferes with you using a 
respirator. 

 yes     No 

 
Part B Any of these questions, and any other questions not listed, may be added to the 
questionnaire at the discretion of the health care professional who will review the 
questionnaire.  
 
1. In your present job, are you working at high altitudes (over 5000 feet) or in a place that has 
lower than normal amounts of oxygen?        
  yes     No 
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If “yes” do you have feelings of dizziness, shortness of breath, pounding in your chest, or other 
symptoms when you are working under these conditions?     
  yes     No 
 
2. At work or at home, have you ever been exposed to hazardous solvents, hazardous airborne 
chemicals (gases, fumes or dusts), or have you come in skin contact with hazardous chemicals
  yes     No 
 
If “yes” name the chemicals if you know them________________________________________________ 
3. Have you ever worked with any of the materials, or under any of the conditions, listed below 
Asbestos  yes     No 
Silica  yes     No 
Tungsten/cobalt  yes     No 
Beryllium   yes     No 
Aluminum   yes     No 
Coal  yes     No 
Iron   yes     No 
Tin   yes     No 
Dusty environments   yes     No 
Any other hazardous environments   yes     No 
 
 If “yes” describe these exposures: 
______________________________________________________________________________
______________________________________________________________________________ 
 
4. List any second jobs or side businesses you have: 
______________________________________________________________________________ 
 
5. List your previous   occupations:__________________________________________________ 
 
6. List your current and previous hobbies:____________________________________________ 
 
7. Have you ever been in the military services?    yes     No 
 
8. Have you ever worked on a HAZ MAT team?    yes     No 
 
9. Other than medications for breathing and lung problems, heart trouble, blood pressure, and   
    seizures mentioned earlier in this questionnaire, are you taking any other medications for any    
   reason (including over-the-counter medications)       
        yes     No 
 
If “yes”, name the medications if you know them: 
___________________________________________ 
 
10. Will you be using any of the following items with your respirator(s)?   
HEPA Filters   yes     No 
Canisters (for example gas masks)  yes     No 
Cartridges  yes     No 
 
11. How often are you expected to use the respirator(s) (circle “yes” or “no” for all answers that apply to you) 
Escape only (no rescue)   yes     No 
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Emergency rescue only   yes     No 
Less than 5 hours per week  yes     No 
Less than 2 hours per day   yes     No 
2 to 4 hours per day   yes     No 
Over 4 hours per day   yes     No 
 
12. During the period you are using the respirator(s), is your work effort:  
 a. Light (less than 200 kcal per hour)    yes     No 
 
If “yes” how long does this period last during the average shift: 
______________hrs____________mins 
 
Examples or light work effort are sitting while writing, typing, drafting or performing light 
assembly work; or standing while operating a drill press (1-3 lbs.) or controlling machines. 
 b.  Moderate (200 to 350 kcal per hour): Yes/No 
 
If “yes,” how long does this period last during the average 
shift: ________________ hrs. _______________ mins. 
 
Examples of moderate work efforts are sitting while nailing or filing; driving a truck or bus in 
urban traffic; standing while drilling, nailing, performing assembly work, or transferring a 
moderate load (about 35 lbs.) at trunk level; waling on a level surface about 2 mph or down a 
5-degree grade about 3 mph; or pushing a wheelbarrow with a heavy load (about 100 lbs.) on a 
level surface.  
 
3.  Heavy (above 350 kcal per hour):  Yes/No 
 
If “yes,” how long does this period last during the average 
Shift: __________________ hrs. ___________________ min.  
 
Examples of heavy work are lifting a heavy load (about 50 lbs.) from the floor to your waist or 
shoulder; working on a loading dock; shoveling; standing while bricklaying or chipping castings; 
walking up an 8-degree grade about 2 mph; climbing stairs with a heavy load (about 50 lbs.).  
 
13.  Will you be wearing protective clothing and/or equipment (other than the respirator) when 
you’re using your respirator;  Yes/No 
 
If “yes,” describe this protective clothing and/or equipment; 
______________________________________________________________________________
______________________________________________________________________________ 
 
14.  Will you be working under hot conditions (temperature exceeding 77 deg. F):  Yes/No 
 
15.  Will you be working under humid conditions;  Yes/No 
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16.  Describe the work you’ll be doing while you’re using your respirator(s): 
______________________________________________________________________________
______________________________________________________________________________ 
 
17.  Describe any special or hazardous conditions you might encounter when you’re using your 
respirator(s) (for example, confined spaces, life-threatening gases):  
 
18.  Provide the following information, if you know it, for each toxic substance that you’ll be 
exposed to  when you’re using your respirator(s):  
 
Name of the first toxic substance: __________________________________________________ 

Estimated maximum exposure level per shift: _________________________________________ 

Duration of exposure per shift: _____________________________________________________ 

Name of the second toxic substance: ________________________________________________ 

Estimated maximum exposure level per shift: _________________________________________ 

Duration of exposure per shift: _____________________________________________________ 

Name of the third toxic substance: __________________________________________________ 

Estimated maximum exposure level per shift: _________________________________________ 

Duration of exposure per shift: _____________________________________________________ 

The name of any other toxic substances that you’ll be exposed to while using your respirator: 

_____________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

 
19.  Describe any special responsibilities you’ll have while using your respirator(s) that may  
affect the safety and well-being of others (for example, rescue, and security): 
______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________ 
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CONFINED SPACE ENTRY PROGRAM 
 
 
 
 

I. PURPOSE: 

The purpose of this written program is to protect the health and safety of the City of Menasha employees who 
enter confined spaces and/or are assigned to serve as attendants or rescue personnel. This program is also 
intended to insure compliance with the requirements of OSHA 29 CFR 1910.146 and Department of Commerce 
Chapter 32.28 & 32.29. 
 

II. OBJECTIVE: 

A. To prevent employee injury, illness, or death from confined space hazards.  

B. To establish methods and procedures for controlling confined space activity while performing 
inspections, repairs, maintenance or other work related activities. 

 
 

C. To comply with OSHA 29 CFR 1910.146 and COMM 32 of the Wisconsin Administrative Code. 
 

III. APPLICATION: 

This program applies to: 

A. All employees who are authorized to enter a confined space, 

B. All employees assigned to serve as attendants and/or provide assistance during a confined space 
emergency rescue, and 

 
 

C. To employees who serve as confined space entry supervisors and/or confined  
 space entry program administrators.  

 

IV. DEFINITION: 

Acceptable Entry Conditions – conditions that must exist in a permit space to allow entry and to ensure 
that employees involved with a permit-required confined space can safely enter and perform work.  
 
Attendant – a trained individual stationed outside one or more confined spaces who monitors the 
authorized entrant and who performs all attendant duties assigned herein.  
 
Authorized Entrant – an employee who is authorized to enter a confined space.  

Confined Space – a space that: 

A. Is large enough and so configured that an employee can enter and perform work; 

B. Has limited or restricted means for entry or exit, such as a tank, vessel, silo, storage bin, hopper, vault, 
or pit; and  

C. Is not designed for continuous employee occupancy.  
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Engulfment -  the surrounding and effective capture of a person by a liquid or finely divided flowable solid 
substance that can be aspirated to cause death by filling or plugging the respiratory system or that can exert 
enough force on the body to cause death by strangulation, constriction or crushing.  
 
Entry – the action by which a person passes through an opening into a confined space. Entry includes ensuing 
work activities in that space and is considered to have occurred as soon as any part of the entrant’s body breaks 
the plane of an opening into the space.  
 
Entry Permit – a written permit that identifies a confined space where work is to be completed and potential 
hazards that need to be evaluated and controlled before authorization is given for entry. A sample 
permit/checklist is found in Appendix A. 
 
Entry Supervisor – person responsible for: 

A. determining if acceptable conditions are present before entering a permit space; 
B. authorizing entry; 
C. coordinating and supervising all entry operations; and  
D. terminating entry.  

Hazardous Atmosphere – an atmosphere that may expose employees to the risk of death, incapacitation, and 
impairment of ability to self-rescue, injury, or acute illness from one or more of the following causes;  

A. Flammable gas, vapor or mist in excess of 10% of its lower explosive limit;  
B. Airborne combustible dust at a concentration that meets or exceeds its lower explosive limit; or dust 

that obscures vision at 10 feet or less; 
C. Atmospheric oxygen concentrations below 19.5% or above 23.5%; 
D. Atmospheric concentrations of any substance listed in Subpart G, Occupational Health and 

Environmental Control, or in Subpart Z of 29 CFR 1910 substances for which a dose or PEL is published 
and could result in employee exposure in excess of its dose or PEL; 

E. Any other atmospheric condition that is immediately dangerous to life or health.  

Immediately Dangerous to Life or Health (IDLH) – any condition that poses an immediate threat to life or a 
delayed threat to life, or that would cause irreversible adverse health effects or that would interfere with an 
individual’s ability to escape unaided from a confined space. 
 
Lower Explosive Limit (LEL) – the lowest concentration of a gas or vapor, expressed in percent by volume in air 
that burns or explodes if an ignition source is present at room temperature.   
 
Non-Permit Confined Space – a confined space that does not contain or have the potential to contain an 
atmospheric hazard or any other serious safety or health hazard.  
 
Permit-Required Confined Space – a confined space that has one or more of the following characteristics;  

A. Contains or has a reasonable potential for hazardous atmospheres.  
B. Contains a material that has the potential for engulfment.  
C. Is internally configured so an employee could become trapped or asphyxiated by inwardly converging 

walls or a floor that slopes downward into a smaller cross-section.  
D. Contains any other recognized serious safety or health hazard.  

Rescue personnel – personnel designated to rescue employees from permit spaces.  

Retrieval System – equipment used for a non-entry rescue of persons from permit spaces  
                               (i.e., tripod). 
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V. CLASSIFICATION OF CONFINED SPACES: 

The Department Head or his/her designee is responsible for classifying confined spaces in their respective 
departments. The Department Head or his/her designee is also responsible for employee compliance with this 
program. Classifications are based upon the air quality and the sources of possible hazards as follows: 
 
Non-Permit Confined Space 

A non-permit confined space is a confined space with an atmosphere within the following limits: 

A. Oxygen content of at least 19.5% or more, but not more than 23.5%; 

B. A hydrogen sulfide content of less that 10 parts per million (ppm) or a carbon monoxide content of less 
than 35 ppm; 

 
C. A combustible gas content less than 10% of the lower explosive level (LEL); 

D. An exposure level, for any hazardous substance determined to be present, which is at or below the 
Threshold Limit Value (TLV), which is the short term exposure limit for any substance as determined and 
published by the American Conference of Governmental Industrial Hygienists or the short term exposure 
limits found in 29 CFR 1910.1000.  

 
E. And the only source of contamination expected or likely to affect the atmosphere is the employee’s 

presence or the employee’s activities.  
 
Permit-Required Confined Space 

A permit-required confined space is a confined space that has one or more of the following characteristics: 
 

A. Contains a hazardous atmosphere; 

B. Contains a material that has the potential for engulfment of an authorized entrant;  

C. Has an internal configuration that could cause an authorized entrant to be trapped or asphyxiated by 
inwardly converging walls or by a floor which slopes downward and tapers to a smaller cross-section; or  

 
D. Contains any other serious safety or health hazard.  

 
Confined Space Reclassification  

A confined space may be reclassified from a permit-required confined space to a non-permit confined space if the 
confined space poses no atmospheric hazard and if all hazards within the space are eliminated without entry into 
the space. The permit-required confined space may be reclassified as a non-permit confined space for as long as 
the non-atmospheric hazards are eliminated.  
 
If it is necessary to enter a permit-required confined space to eliminate hazards, other than explosive hazards, the 
entry must follow permit-required confined space entry procedures. However, if after entry the testing and 
inspection of the permit-required confined space demonstrates that the hazards within the permit-required 
confined space have been eliminated, the space may be reclassified as a non-permit confined space as long as the 
hazards remain eliminated.  
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Signs 

The City of Menasha recognizes that by being a municipal employer there are confined spaces present in the 
workplace. The Department Head or his/her designee shall therefore inform employees by posting legible signs at 
the entrances to the confined spaces. Signs are not however, required at manholes located in sewer systems or in 
public areas. To inform employees, a sign should read “DANGER – NON-PERMIT CONFINED SPACE – DO NOT 
ENTER UNLESS AUTHORIZED or DANGER – PERMIT REQUIRED CONFINED SPACE – DO NOT ENTER 
UNLESS AUTHORIZED” or other similar language. (Signs must conform to the requirements in OSHA 29 CFR 
1910.145) 
 
 

VI. AIR MONITORING: 
 
No person may enter a confined space until the atmosphere of the confined space is sampled and air quality is 
determined for all levels and all areas of the confined space. Sampling shall be conducted in accordance with this 
section. Sampling devices shall be used to sample the atmosphere of a confined space. When entry to a confined 
space is by means of a manhole, a probe shall be inserted through a pick-hole of the manhole cover, or the 
manhole cover shall be pried open on the downwind side to allow just enough room for the insertion of the 
device. Only employees trained in the use of the air sampling equipment can conduct pre-entry readings.  
 
The atmosphere of each confined space shall be sampled for: 

A. Oxygen 

B. Hydrogen sulfide or carbon monoxide, depending on the hazard present; 

C. Combustible gases; and  

D. Any hazardous substance which an employee may work with or be exposed to and which the City of 
Menasha has reason to believe may be present as evidenced by past experience or by its configuration or 
confined space properties.   

 
Note:  Authorized entrants and/or their authorized representatives shall be provided an opportunity to observe 
the atmospheric testing of the confined space that is conducted prior to entry and subsequent testing.  
 
Sampling Device 

The sampling device shall have a direct readout, which can simultaneously test for 1-3 listed above, without 
manual switching. The sampling device shall be equipped with audible and visible warning devices, which indicate 
when an atmosphere of a confined space has:  
 

A. An oxygen content of less than 19.5% or more than 23.5%; 

B. A hydrogen sulfide content of 10 parts per million (ppm) or more, or a carbon monoxide content of 35 
ppm or more; 

 
C. A combustible gas content of 10% or more of the lower explosive limit (LEL).  

The sampling device used in confined spaces shall be intrinsically safe for use in combustible atmospheres. 
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Calibration 

The sampling device shall be calibrated relative to oxygen content of the ambient air at the time of sampling. 
Calibration of the sampling device relative to the oxygen content shall be performed where the 20.9% natural 
content of oxygen in the air is most likely to occur, which would prohibit oxygen calibration near a confined space 
opening. If the sampling device has a zero set it shall be zeroed in a clean atmosphere.  
 
Calibration of the sampling device by the introduction of a know concentration shall be conducted as often as 
recommended by the manufacturer, or at least every six months. Bump testing or exciting the sensors with gas 
shall not be a substitute for calibration.  
 

VII. PROCEDURES: 

No employee may enter or work in a confined space, unless the entry or work is in compliance with the provisions 
of this policy. Due to the hazardous nature of confined spaces, the Department Head shall carefully monitor and 
control such activities performed by its employee. 
 
The following clearly defines entry duties and procedures of each employee.  
 
Non-Permit Confined Space Entry 

A. Prior to entry the atmosphere within the space shall be sampled for oxygen, hydrogen sulfide or carbon 
monoxide, and combustible gas content. These monitoring readings shall be recorded on a pre-entry 
permit found in Appendix A.  

 
B. Employees completing the permit and determining if acceptable entry conditions are present are hereby 

designated as the “Entry Supervisor” and have the duties of authorizing entry, overseeing entry and 
terminating entry. Note: An entry supervisor may serve as the attendant or as the entrant, as long as that 
person is trained in accordance with this program and equipped as required for the role. Also, the duties of 
the entry supervisor may be passed from one qualified individual to another during the course on an entry.  

 
C. Continuous monitoring of the atmosphere within the authorized entrant’s immediate area shall be done 

while in the confined space.  
 

D. While in the confined space and monitoring shows the air quality has: 

1. An oxygen content of less than 19.5% or more than 23.5% 

2. A hydrogen sulfide content greater than 10 parts per million (ppm) or a carbon monoxide content 
greater than 35 ppm. 

3.  
4. A combustible gas content or 0% or more of the lower explosive limit (LEL); and  

5. An exposure level, for any hazardous substance determined to be present, which is above the 
Threshold Limit Value (TLV), which is the short term exposure limit for any substance as 
determined and published by the American Conference of Governmental Industrial Hygienists,  

 
The authorized entrant shall exit the confined space and the confined space shall be reclassified as a 
Permit-Required Confined Space.  
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              6.  Ventilation may not be used in lieu of monitoring samples.  

              7.  If the Non-Permit Confined Space involves work in a trench, shaft, tunnel, caisson or   
                  appurtenance that is over 5 feet in depth a second person must be present at the surface.  

 

Ventilation and Supplied Air 

A confined space with an atmosphere which can not be brought within the limits listed above may be ventilated 
and may be entered when sampling indicates an atmosphere is back within those limits.  
 
If after ventilation of a confined space and the oxygen content, hydrogen sulfide or carbon monoxide content or 
the hazardous substance determined to be present can not be brought with in the limits specified under a non-
permit confined space, the space may be entered if a self-contained positive pressure breathing apparatus (SCBA) 
or a Type C air line respirator is used.  
 
A confined space, after the introduction of ventilation, which still contains a combustible gas content of 10% or 
greater of the LEL may not be entered, even with supplied air.  
 
Permit-Required Confined Space Entry 

A. Prior to entry of a Permit-Required Confined Space and in addition to sampling of oxygen content, 
combustible gas content and hydrogen sulfide or carbon monoxide, the Permit-Required Confined Space 
shall be sampled for any other hazardous substance that may be present or believed to be present. These 
monitoring readings shall be recorded on the pre-entry permit found in Appendix A.  

 
B. Employees completing the entry permit and determining if acceptable entry conditions are present are 

hereby designated as the “entry Supervisor” and have duties of authorizing entry, overseeing entry and 
terminating entry. Note: An entry supervisor may serve as the attendant or as the entrant, as long as that 
person is trained in accordance with this program and equipped as required for the role. Also the duties of 
the entry supervisor may be passed from one qualified individual to another during the course of an entry.  

 
C. Continuous monitoring of the atmosphere within the authorized entrant’s immediate area shall be done 

while in the confined space.  
 

D. While in the confined space and monitoring shows the air quality has: 

1. An oxygen content of less than 19.5% or more than 23.5% 

2. A hydrogen sulfide content greater than 10 parts per million (ppm) or a carbon monoxide content 
greater than 35 ppm.  

 
3. A combustible gas content or 10% or more of the lower explosive limit (LEL); and 

4. An exposure level, for any hazardous substance determined to be present, which is above the 
Threshold Limit Value (TLV), which is the short term exposure limit for any substance as 
determined and published by the American Conference of Governmental Industrial Hygienists. 

 
The authorized entrant shall exit the confined space.  
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 E.   Ventilation may not be used in lieu of monitoring devices. An employee may not enter the  
space until forced ventilation has eliminated any hazardous atmosphere. If forced ventilation is to be used, 
it shall be so directed as to ventilate the immediate areas where an authorized entrant is or will be present 
within the space and shall continue until all entrant(s) have left the confined space. The air supply for the 
forced ventilation shall be from a clean source and may not increase the hazards in the confined space.  
 

F.    NO EMPLOYEE may enter the Permit-Required Confined Space without at least one (1) attendant 
stationed at the entrance of the confined space. A flagman who is directing traffic may not service as the 
attendant. The attendant shall remain stationed outside the confined space for the duration of the entry.  

 
G.    Where entry into a confined space is made by means of a manhole or a top opening, a mechanical 

retrieval device shall be set up for rescue attempts prior to entry.  
 
H.    While in the confined space the authorized entrant shall have voice or other means of communication 

with the attendant.  
 
I.     An authorized entrant entering vertically into the confined space shall wear a full body harness secured to 

a retrieval line.  
 

    J.    Any authorized entrant who makes horizontal movement into a confined space or who descends in such a 
manner as to make a mechanical retrieval device useless for a rescue attempt shall wear a full body 
harness.  

 
Duties of the Confined Space Entry Program Administrator  

The Program Administrator for the City of Menasha is the Safety Coordinator or N-M Fire Rescue. 
 
The responsibilities of this individual shall include:  

A. Conducting/coordinating hazard assessments. 

B. Determining the classification permit required/non permit space and location of each confined space. 
 

C. Coordinating the posting of appropriate danger/caution signs by each confined space. 

D. Supervising the selection and use of respirators in conjunction with the Respiratory Protection Program.   
 

E. Conducting/coordinating supervisory and employee training and maintaining all training records. 
 

F. Conducting an annual evaluation of the overall program to determine its continued effectiveness.  
 
Managers and Supervisors are responsible for: 

A. Actively supporting the CSE program and providing funding to purchase equipment when needed. 
 

B. Ensuring all assigned personnel are knowledgeable of all aspects of the CSE Program.  

C. Ensuring their employees comply with all elements of CSE Program. 

D. Ensuring appropriate PPE and equipment is properly utilized and maintained. 
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Duties of Entry Supervisor 

A. Providing confined space entry personnel with a copy of the most current CSE program and any future 
changes.                                       

 
B. Knowing the hazards that may be encountered during entry and informing the entrants about the hazards, 

including information on the mode, signs, or symptoms and consequences of exposure.  
 

C. Verifying that the proper atmospheric tests have been conducted and that all procedures and equipment 
are in place before signing the CSE Permit.  

 
D. Assuring that the CSE permit is completed prior to each entry. 

E. Terminating the entry and canceling the permit when needed.  

F. Verifying that rescue personnel are available and that the means for summoning them or other emergency 
personnel is available and operable in the event that an emergency occurs. 

 
G. Removing unauthorized individuals who have entered or who attempt to enter the confined space.  

 
H. Determining whenever responsibility for a permit space entry operation is transferred and at intervals 

dictated by the hazards and operations performed within the space, and that entry operations remain 
consistent with terms of the entry permit.  

 
I. Maintaining completed entry permits, and equipment calibration records.  

J.  Providing employees an opportunity to observe the atmospheric testing of the confined space.  
 
NOTE:  The CSE Supervisor may also serve as an attendant or as an authorized entrant providing that person is 
properly trained and equipped. The duties of the CSE Supervisor may also be passed from one individual to 
another during the course of an entry operation.  
 
Duties of Authorized Entrant 

Each Department or his/her designee shall ensure that each authorized entrant: 

A. Know the hazards that may be faced during entry, including information on the mode, signs or symptoms, 
and consequences of the exposure;  

B.  
C. Know how to properly use equipment; 

D. Communicate with the attendant as necessary to enable the attendant to monitor entrant status and 
enable the attendant to alert entrants of the need to evacuate the space; 

 
E. Be able to alert the attendant whenever the entrant recognizes any warning sign or symptom or exposure 

to a dangerous situation; or a prohibited condition; 
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F. Be able to exit the space whenever; 

1. an order to evacuate is given by the attendant or the entry supervisor; or 

2. whenever the entrant detects a prohibited condition/dangerous situation; or  

3. when an evacuation alarm is activated. 

Duties of Attendants 

The Department Head or his/her designee shall ensure that each attendant: 

A. Know the hazards that may be faced during entry, including information on the mode, signs or symptoms, 
and consequences of the exposure.  

 
B. Is aware of the possible behavioral effects of hazard exposure to entrants; 

 
C. Continuously maintains an accurate count of authorized entrants in the confined space and ensures that 

the means used to identify authorized entrants accurately identifies who is in the space; 
 

D. Remains outside the confined space during entry operations until relieved by another attendant; Note: 
This properly allows attendant entry for rescue providing the attendant has been trained and properly 
equipped for rescue operations and if the attendant has been properly relieved.  

 
E. Communicates with authorized entrants as necessary to monitor entrant statutes and to alert entrants of 

the need to evacuate the confined space.  
 

F. Monitors activities inside and outside the space to determine if it is safe for authorized entrants to remain 
in the space and orders the authorized entrants to evacuate the space immediately under the following 
conditions: 

1. If the attendant detects a prohibited condition; 

2. If the attendant detects the behavioral effects of hazard exposure in an authorized entrant; 
 

3. If the attendant detects a situation outside the space that could endanger the authorized entrant;  
 

4. If the attendant cannot effectively and safely perform all the duties required.  

       G.    Summon rescue and other emergency services as soon as the attendant determines that  
    authorized entrants need assistance to escape from the confined space hazards; 

H.    Warn unauthorized personnel that they must stay away from the confined space; 

I. Advise unauthorized personnel that they must exit the confined space immediately if they have entered 
the confined space; 

 
    J.    Inform the authorized entrant(s) and the entry supervisor, if applicable, if unauthorized persons have 

entered the confined space;  
 
   K.    Performs non-entry rescues as specified in “Non-Entry Rescue” procedures;  

     L.     Performs no duties that might interfere with the attendant’s primary duty of monitoring and protecting 
the authorized entrants.  
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Duties of authorized entrants and attendants, as well as entry supervisor’s duties are made a part of the general 
training component.  
 
Host Employees 
 
When the City of Menasha engages the service of another employer or agency to have their employees perform 
work that involves confined space entry, the Department Head or his/her designee shall assure that: 
 

1. The other employer or agency is apprised of the elements, including the hazards identified and the 
City of Menashas experience with the space, that make the space in question a confined space; 

 
2. Entry operations are coordinated with the other employer or agency when employees of both will 

be working together in or near confined spaces.  
 

VIII. GENERAL RULES: 

In order to protect the safety and health of all employees associated with the confined space entry, employees 
and supervisors must comply with the following safety rules: 
 
A.    No employee shall enter or work in a permit required confined space unless the following  
       steps have been performed.  

1. Obtains permission to enter the confined space from the confined space entry supervisor. 
 

2. Conducts continuous air monitoring of the atmosphere within the confine space in the entrant’s 
immediate work area.  

 
3. Obtains and uses the proper PPE, tools and emergency rescue equipment.  

4. Complies with all confined space entry procedures.  

5. Never enters a confined space without at least one attendant present with the same level of PPE 
and respiratory protection.  

 
6. Immediately exits the confined space in the event that the attendant must leave his/her post.  

 
B.    All employees within the confined space and those employees assigned to serve as  
       attendants shall be in constant two-way communication.  
 
C.    All employees required to wear respiratory protection must properly use and maintain properly the respirator 

in accordance with CFR 1910.134 and the specific instructions provided to them by their supervisor and during 
training.  

 
D.    Smoking is not permitted within the confined space or within a 10 feet radius of the entrance of a confined 

space.  
 
E.    All employees shall comply with the requirements and limitations on the confined space entry permit, 

including the maximum number of employees permitted to work in the confined space.  
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F.    No employee shall enter or work in a non-permit confined space unless the following steps have been 

performed: 
 

1. Obtains permission to enter the confined space from the confined space entry supervisor. 
2. Obtains and uses the proper PPE, tools and other equipment. 
3. Complies with all other applicable confined space entry procedures. 

 
IX. TRAFFIC SAFETY: 

Entrances to confined spaces that are located in streets shall be guarded in accordance with the following 
requirements.  
 

A. Employees shall activate the following warning lights upon approach to an entrance to a confined space: 
1. Vehicle’s beacon light 
2. Four-way hazard flashers 

B. Employees shall park the vehicle used to transport their confined space equipment in   
C. such a way that the vehicle does not obstruct the normal traffic flow and shall, when  
D. possible, use the vehicle to provide protection for the employees.  
E. Employees shall park the vehicle in such a manner that the vehicle’s exhaust fumes cannot accumulate in   

the confined space.  
F. Employees shall properly place traffic cones around the manhole and any vehicle in accordance with state 

and federal traffic ordinances to adequately warn oncoming traffic. 
G. Traffic safety cones shall be visible to traffic in all directions and in such a manner as to protect the 

employees from the traffic flow. Traffic cones should also be placed far enough from the confined space to 
give drivers adequate notice.  

H. When working on the street or an easement surface, all standby and flag person employees shall at all 
times wear a traffic safety vest or the equivalent. A flag person(s) shall be added to the confined space 
entry team when the need arises. The flag person(s) shall not be considered as the required attendant for 
a permit required confined space.  

I. The requirements of the Manual of Universal Traffic Control Devices shall be followed for all traffic related 
controls.  

 
X. RESCUE AND EMERGENCY SERVICES: 

The City of Menasha has taken every precaution to assure safety in confined space entries by the use of self-
rescue and non-entry rescue. Even with the most prudent pre-planning, employee training, and the best safety 
procedures in place, there may be times when an entry rescue is needed. The following procedures are 
established for affecting an entry rescue.  
 

Communications 

Prior to entry into any confined space, Permit or Non-Permit, the authorized entrant and attendant, if applicable, 
shall have a two-way portable radio if the radio is not being monitored. If the radio is not being monitored the 
entrant and attendant must have a mobile phone. The Neenah-Menasha Fire-Rescue shift commander must be 
notified that entry will be made prior to any entry. NMFR SHIFT COMMANDER – 886-6200, 0.  If the situation 
arises that requires additional help the authorized entrant and/or attendant shall communicate to the Winnebago 
County Communications Center via mobile phone by dialing 9-1-1. The nature of the incident, the exact location 
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and the number of persons involved shall be communicated to the Dispatch Center. The NMFR Department must 
also be notified when the entry has been completed.  
 
The Winnebago County Communications Center, upon receiving a request for additional help will activate the 
Neenah-Menasha Fire-Rescue Department. Confined Space rescue trained personnel will then respond to the 
incident. No unauthorized personnel shall be permitted to attempt a rescue.  
 
Entry Rescue 
 
The Neenah-Menasha Fire Rescue Dept. is the primary rescue response unit for any confined space entry rescue in 
the City of Menasha. As the designated rescue response, the Neenah-Menasha Fire Rescue Dept. shall ensure that 
the City of Menasha personnel are provided with, and are trained to use properly, the personal protective 
equipment and rescue equipment for making rescue into confined spaces. Neenah-Menasha Fire Rescue Dept. 
/Gold Cross Ambulance is the Emergency Medical Services designee. The City of Menasha shall also ensure that 
rescue personnel: 

 
A.  Are trained to perform the rescue services. 

B.  Are trained as authorized entrants.  

C.  Make practice confined space entries at least once every 12 months by means of  
     simulated rescue operations in which they remove dummies, manikins, or actual persons  
     from actual confined spaces. 

D.  Are trained and certified in first aid and CPR. 

E.  Have complete access to all confined spaces from which the rescue may be necessary so  
     that the Neenah-Menasha Fire-Rescue Department can develop the rescue plan and  
     practice rescue operations.  
 
 

Non-Entry Rescue 

To facilitate non-entry rescue, retrieval systems or similar methods shall be used whenever an authorized entrant 
enters a confined space, unless the retrieval equipment would increase overall risk of entry or would not 
contribute to the rescue of the entrant. Retrieval systems shall meet the following requirements: 
 

A.  Each authorized entrant shall use a full-body harness, with a retrieval line attached.  

B.  The other end of the line shall be attached to a mechanical device or fixed point outside the confined 
space.  A mechanical device shall be available to retrieve personnel from vertical type confined spaces 
more than five (5) feet deep.  

 
Material Safety Data Sheets (MSDS) 

If an injured entrant is exposed to a substance for which a Material Safety Data Sheet (MSDS) or similar written 
information is required to be kept at the worksite, that MSDS or written information shall be made available to the 
Rescue or Emergency Medical Services personnel for treatment purposes.  
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XI. TRAINING: 

Each Department Head is to ensure that employees who are to have active roles in entry operations are trained so 
that attendants, authorized entrants and the entry supervisor(s) can work safely in and around the confined space 
and assist in rescue operations.  
 
Annual Training 

General training shall be provided by Cities & Village Mutual Insurance Company (CVMIC). Specific procedures 
should be reviewed prior to authorizing confined space duties. Each Department Head shall ensure that training is 
provided so that all employees having active roles in entry operations acquire the understanding, knowledge, and 
skills necessary for the safe performance of the duties in confined spaces.  
 
Additional Training 

Training shall be provided to each employee having active roles in entry operations: 

A. Before the employee is first assigned duties 

B. Before there is a change in duties 

C. Whenever there is a change in confined spaces that present a hazard about which an   
D. employee has not previously been trained.  

 
E. Whenever the Department Head has reason to believe either that there are deviations  
F. from entry procedures required or that there are inadequacies in the employee’s  
G. knowledge or use of these procedures.  

 
Joint training with NMFR will take place a minimum of once per year.  

Training in air monitoring shall also be conducted annually by Safety Coordinator.  

The training shall establish employee proficiency in the duties required by this program and shall introduce new or 
revised procedures, as necessary, for compliance with this program. 
 
Certification 

All training to employees having active roles in entry operations shall be certified. The certification shall contain 
each employee’s name, the signature of the trainer(s), training content, and the dates of the training. The 
certification shall be available for inspection by employees and their authorized representatives. 
 
Equipment 

Each Department engaged in confined space entry must provide, maintain, and ensure proper use of testing, 
monitoring, communication, personal protective and rescue equipment. All PPE required for safe confined space 
entry is provided by the City of Menasha and shall be worn by authorized entrants. When work at confined spaces 
is located in or on streets the employee shall:  
 

A. Activate the vehicle’s 4 way flashers and vehicle beacon upon approach to the  entrance of the    
 confined space.  

 B.    Position the vehicle to permit traffic to flow in an unobstructed manner, and where possible, to  
                      provide protections for employees.  
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C.     Position the vehicle in such a manner so that vehicle exhaust cannot accumulate in the confined  

 space. 
 D.    The opening shall be promptly guarded by a railing, temporary cover or barrier that will prevent an  
                       accidental fall through the opening and will protect the employee working in the space from foreign  
                       objects entering the space.  
 
The following is an example of required equipment: 

1. 4 (four) substance monitoring equipment 
2. Two-way radio communications 
3. Eye and face protection 
4. Head protection 
5. Hearing protection 
6. Body protection 
7. Hand protection 
8. Respirators and/or SCBA 
9. Ventilation/Blower systems 
10. Rescue equipment; full body harness, mechanical retrieval system with fall arrest                                          

               capabilities and life lines 
11. Tripod or anchor point 

 
XII. RECORDKEEPING: 

Under this program the following records are to be maintained and retained:  

A. Documents for inspection, repair and calibration results of all monitoring equipment for at  
        least 5 years. 

B.    Medical evaluation and surveillance records for the length of the employee’s employment  
       plus 5 years.  

C.    Documents for inspection and maintenance of all retrieval systems, ropes, harnesses and  
       other entry equipment for at least 5 years.  

D.    Entry certificates/checklists for at least one year, revised as required and reviewed  
       annually as a part of the general training program.  

 
 
 



CITY OF MENASHA – CONFINED SPACE ENTRY PERMIT 
APPENDIX A 

Page 1  

Date: 

Site location or description: 

Purpose of entry: 
________________________________________________________________________________________ 

________________________________________________________________________________________ 
 
Supervisor(s) in charge of crews:      Type of crew (welding, plumbing, etc) Phone #: 
   

   

Permit duration: 

Communication procedures (including equipment): 
_______________________________________________________________________________________ 

_______________________________________________________________________________________ 
 
Rescue procedures (also see emergency contact phone numbers at end of form):  
_______________________________________________________________________________________ 

_______________________________________________________________________________________ 
 
Requirements completed 
(Put N/A if item doesn’t apply) 

 Date  Time Requirements completed 
(Put N/A if item doesn’t apply) 

  Date  Time 

Lockout/De-energize/Tag-out   Supplied Air Respirator (N/A if 
alternate entry) 

  

Line(s) Broken-Capped-Blank   Respirator(s) (Air Purifying)   

Purge-Flush and Vent   Protective Clothing   

Ventilation   Full Body Harness w/ “D” ring   

Secure Area (Post and Flag)   Emergency Escape Retrieval Equip   

Lighting (Explosive Proof)   Lifelines   

Hotwork Permit   Standby safety personnel (N/A if 
Alternate entry) 

  

Fire Extinguishers   Resuscitator-Inhalator (N/A if  
alternate entry) 

  

Add other specific information, if needed, or attach additional instructions or requirements. See the following 
Examples in bold print. 
Line(s) to be bled/blanked:    

Ventilation equipment:    

PPE clothing:    

Respirators(s):    

Fire extinguisher(s):    

Emergency retrieval  equipment:    
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CONFINED SPACE ENTRY PERMIT 
Sample 1 (continued) 

 
AIR MONITORING  

  Substance Monitored Permissible Levels Monitoring Results 
Time monitored (put 
time)  
Percent Oxygen 

  
Record the time 
19.5% to 23.5% 

       

LEL/LFL  Under 10%        

Toxic 1:  _____PEL _____STEL        

Toxic 2:  _____PEL _____STEL        

Toxic 3:  _____PEL _____STEL        

Toxic 4:  _____PEL _____STEL        

        

Remarks: 
____________________________________________________________________________________ 

____________________________________________________________________________________ 

 
  Air Tester Name   ID# Instrument(s)Used 

(For example: Oxygen meter, 
Combustible gas indicator, etc.) 

Model # or Type   Serial# or Unit 

     

     

ATTENDANTS AND ENTRANTS  
Attendant(s) 

(Required for all confined space work 
except alternate entry) 

ID# Confined Space Entrant(s) ID# 

    

    

Remarks: 
_____________________________________________________________________________________________

_____________________________________________________________________________ 

SUPERVISOR AUTHORIZATION – ALL CONDITIONS SATISFIED 
 

Department or phone number: _________________________________________ 
 
EMERGENCY CONTACT PHONE NUMBERS: 
 
AMBULANCE:           FIRE:                           SAFETY:                         RESCUE TEAM:         OTHER: 
 
911                     911                     209-9546                 911              Supervisor 
  
 

  



Congratulations 
 

You are almost done reviewing the 
safety manual. 

 
To complete your review please select your department below. 
 
 
Finance / IT Clerk Mayor Attorney 
Police Personnel Library Health 
Parks  at DPW Engineering DPW  
Community Development Recreation at City Hall 
 

http://www.cityofmenasha-wi.gov/content/_intranet/Trainings/_Safety_Manual/_Safety_Manual_10_Quiz.php
http://www.cityofmenasha-wi.gov/content/_intranet/Trainings/_Safety_Manual/_Safety_Manual_10_Quiz.php
http://www.cityofmenasha-wi.gov/content/_intranet/Trainings/_Safety_Manual/_Safety_Manual_10_Quiz.php
http://www.cityofmenasha-wi.gov/content/_intranet/Trainings/_Safety_Manual/_Safety_Manual_10_Quiz.php
http://www.cityofmenasha-wi.gov/content/_intranet/Trainings/_Safety_Manual/_Safety_Manual_10_Quiz.php
http://www.cityofmenasha-wi.gov/content/_intranet/Trainings/_Safety_Manual/_Safety_Manual_10_Quiz.php
http://www.cityofmenasha-wi.gov/content/_intranet/Trainings/_Safety_Manual/_Safety_Manual_10_Quiz.php
http://www.cityofmenasha-wi.gov/content/_intranet/Trainings/_Safety_Manual/_Safety_Manual_10_Quiz.php
http://www.cityofmenasha-wi.gov/content/_intranet/Trainings/_Safety_Manual/_Safety_Manual_15_Quiz.php
http://www.cityofmenasha-wi.gov/content/_intranet/Trainings/_Safety_Manual/_Safety_Manual_15_Quiz.php
http://www.cityofmenasha-wi.gov/content/_intranet/Trainings/_Safety_Manual/_Safety_Manual_15_Quiz.php
http://www.cityofmenasha-wi.gov/content/_intranet/Trainings/_Safety_Manual/_Safety_Manual_10_Quiz.php
http://www.cityofmenasha-wi.gov/content/_intranet/Trainings/_Safety_Manual/_Safety_Manual_10_Quiz.php

	Excavation  policy REV 711 (2).pdf
	Location:  ___________________________________                            Date: ______________
	Soil Classification

	HEARING CONSERVATION PROGRAM.pdf
	HEARING CONSERVATION PROGRAM
	Purpose
	Authority and Reference
	Application
	Background
	Responsibility and Compliance
	Administrative Responsibilities
	Noise Monitoring
	Audiometric Testing
	Baseline Audiogram
	Audiometric Evaluation
	Protection Equipment



	Lock out Tag out.pdf
	LOCKOUT/TAGOUT PROGRAM
	A. If the equipment is not capable of being locked out, the City of Menasha shall
	utilize a tagout system. Lockout is preferable and should be used exclusively.
	B.  When major replacement, repair, renovation, or modification of machines,
	vehicles or equipment is performed and when new machines or equipment are
	installed, energy isolating devices shall be designed to accept a lockout device.
	A.   Procedures shall be developed, and utilized for the control of potentially hazardous
	B.   The procedures for the control of potentially hazardous energy shall include the
	1.   The scope, purpose, authorization, rules, and techniques to be utilized for the
	2.   The means to enforce compliance including, but not limited to, the following
	A.   The City of Menasha shall provide locks, tags, chains, wedges, key blocks, adapter pins, self-locking
	fasteners, or other hardware for isolating, securing, or blocking of machines or equipment from
	energy sources.
	B.    Lockout and tagout devices shall be assigned with individual identifiers to all employees who may
	be involved in maintenance or servicing of equipment or machines and shall not be used for any
	other purposes. Only the person assigned a lock will have  a key to that lock. If an employee is
	issued multiple locks, they shall be like-keyed.
	C.    Lockout and tagout devices shall meet the following requirements:
	1.    Durable. They should be able to withstand the environment that they will be used in, and
	tagout devices should be constructed and printed so that exposure to weather or damp
	locations will not cause the tag to deteriorate or the message on the tag to become illegible.
	2.    Standardized. Lockout and tagout devices shall be standardized in at least one of the following
	criteria:
	3.    Substantial. Lockout devices shall be substantial enough to prevent removal without the use
	of excessive force or unusual techniques (bolt cutters). Tagout devices shall be substantial
	enough to prevent inadvertent or accidental removal.  Tagout device attachment means shall
	be of a non-reusable type, attachable by hand, self-locking, and non-releasable with a
	minimum unlocking strength of no less than 50 lbs.
	4.   Identifiable. Lockout and tagout devices shall indicate the identity of the employee  applying
	the device(s). Tagout devices shall warn against hazardous conditions if   the machine or
	equipment is energized and shall include a legend such as the following:
	A.   The City of Menasha shall conduct a periodic inspection of the energy control procedure at least
	annually to ensure that the procedures are being followed.
	B.   The periodic inspection shall be performed by an authorized employee other than the ones utilizing
	the energy control procedure being inspected.
	C.   The periodic inspection shall be designed to correct any deviations or inadequacies.
	D.   If lockout and/or tagout is used for energy control, the periodic inspection shall include a review
	between the inspector and each authorized and affected employee.  The review should include the
	employee’s responsibilities under the energy control procedure being inspected. If tagout is used for
	energy control, the review shall also include a discussion on the limitations of tags.
	E.   The City of Menasha shall certify that periodic inspections have been performed (See form L-6). The
	certification shall include the following:
	A.  The City of Menasha will provide appropriate training to ensure that the purpose and function of the
	energy control program are understood by employees and that the knowledge and skills required for
	the safe application, usage, and removal of energy controls are required by employees.
	B.   Authorized employees are employees who implement lockout or tagout system procedures on
	machines or equipment to perform the servicing or maintenance on that machine or equipment.
	Authorized employees will be trained in the following area:
	equipment on which servicing or maintenance is being performed under lockout or tagout or whose
	job requires him/her to work in an area in which such servicing or maintenance is being performed.
	Affected employees will be trained in the purpose and use of energy control.
	D.   All other employees are employees whose work operations are or may be in an area where energy
	control procedures are being utilized. All other employees shall be instructed about the
	lockout/tagout procedures and about the prohibition relating to attempts to restart or reenergize
	machines or equipment which are locked out or tagged out.
	E.    If a tagout system is used, employees shall also be trained in the following limitations of tags:
	F.   Retraining shall be provided for all authorized and affected employees whenever there is a change in
	their job assignments, a change in machines, equipment or processes  that present a new hazard, or
	when there is a change in the energy control procedures. Retraining shall also be conducted
	whenever a periodic inspection reveals or whenever the Department Head or designated employee
	has reason to believe that there are deviations from or inadequacies in the employee’s knowledge
	or use of the energy control procedures.
	G.   The retraining shall reestablish employee proficiency and introduce new or revised  control methods
	and procedures as necessary.
	H.   The City of Menasha shall certify that employee training has been accomplished and is being kept
	up to date. The certification shall contain each employee’s name and dates of training. Record of
	training will be maintained on City of Menasha Master Training Database and Lockout/Tagout
	training logs will be maintained in the master file for each department.
	A. The employee who is to do the lockout/tagout shall notify all affected employees that
	B.  Notification shall be given before the controls are applied and after they are removed
	A. The established procedure for the application of energy control shall cover the
	B. Preparing for shutdown. The authorized employee shall be able to identify the type
	C. Machine or equipment shutdown. The machine or equipment shall be turned off or
	D. Machine or equipment isolation. The authorized employee will then deactivate the
	E. Lockout or tagout device. The authorized employee will next lockout/tagout the
	F. Stored energy. If there is any stored or residual energy (such as that in elevated
	G. Verification of isolation. The authorized employee will ensure that the equipment is
	H. The machine or equipment is now locked/tagged out.
	A. When the servicing or maintenance is completed and the machine or equipment is
	B. Check the machine or equipment and the immediate area around the machine or
	C. Check  the work area to ensure that all employees and the general public have been
	D. Re-install all guards and equipment components.
	E. Verify that the controls are in neutral.
	F. Remove the lockout/tagout devices and re-energize the machine or equipment. Each
	G. Notify affected employees that the servicing or maintenance is completed, that lockout
	A.  Authorized employees are to remove their lockout device upon completion of
	B.  Emergency lockout removal can only be performed by the Department Head and/or
	C.  Before emergency removal of the lockout/tagout device can be accomplished, it is
	D.  After the lockout/tagout device has been removed, it is imperative that the employee
	A.   Every authorized employee who performs maintenance or servicing on a machine/piece of
	equipment, must place their own lock or tag on the energy isolation device during the time
	that employee is involved in the work.
	B.   This will require a hasp which is capable of holding multiple locks or tags at the energy isolation
	device. The reason for this requirement is to assure that no one can energize a machine while
	someone is still working on it.
	C.   To prevent the use of machines/equipment which have not been completely serviced,
	D.   At all times of operations, the lockout/tagout device in use shall belong to an employee who is in
	the facility at the same time.
	A.   In addition to the above general lockout/tagout procedures, authorized employees
	B.    These procedures explain how that specific machine is shut down, isolated from
	C.    A procedure will be developed for each form of energy which powers each machine in
	A.  Whenever outside servicing personnel are to be engaged in de-energization activities
	B.  The Department Head and/or designated employee will meet with the contractor to
	C.  The Department Head and/or designated employee will inform the City of Menasha
	D.  The Department Head and/or designated employee will later verify that the outside
	A.   To assure that this written Lockout/Tagout Program is being followed and to determine
	B.    Management will review the written program and the completed annual program review
	documentation. Service Records sorted by service code “04” shall be used to audit this program.
	Changes will be made to increase the level of employee protection as required.
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