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INTRODUCTION 

Safety is the responsibility of every employee. Only through the full support of every 

employee can our Safety Program be successful. You are expected to be concerned with 

your own safety, the safety of fellow workers and the safety of the general public. This 

means willing acceptance and active support of approved safety rules or safety 

procedures. 

Accidents don't just happen. They are caused because someone did something he/she 

shouldn't have done; or because someone failed to do something he/she should have 

done; or because a hazard was not recognized. These are human failures and can be 

controlled. By exercising self-control, every employee has an opportunity to demonstrate 

job skill. By passing on his knowledge to others, an employee demonstrates teamwork. 

By demanding safe performance and enforcing approved safety procedures, supervisory 

personnel demonstrate concern for their employees' welfare. 

This manual is issued to establish uniform safety procedures for tasks that are performed 

in multiple activities throughout the City. Additional safety procedures may be required for 

specialized tasks that are not included in this manual. Your Department Director will 

prepare these procedures as supplemental procedure for your position as required. 
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SECTION. I. GENERAL 

Safety must be a part of the planning for every job, equal in importance to all other 
operational considerations. Observing the safety procedures contained in this manual will 
make operations safer, and will protect you, the employee, from potential accidents. 

Unsafe conditions and unsafe procedures must be identified before they can be corrected. 
Every employee is responsible for immediately reporting those that are recognized. All 
accidents or incidents must be reported, whether or not a personal injury or property 
damage is involved. Remember that a "NEAR MISS" is a danger signal. The accident 
you prevent may be the one that could have injured you. 

A. General Safety Procedures Are Established for All City Personnel:

1. Know your responsibilities. Recognize hazards and communicate your
suggestions for better and safer methods to your supervisor. Always be
conscious of the safety of others as well as your own.

2. Know your job. Learn the right way by asking, not by trial and error. Always
apply safe working practices.

3. Report all accidents or incidents. Whenever you or the equipment you
operate is involved in an accidenUincident, report it to your supervisor
immediately.

4. Obey all rules, signs, and instructions. If in doubt, ASK.

5. Horseplay and practical jokes that could result in ANY mJury are
prohibited. An act in jest can end in disaster. Any employee participating in
such activities shall be subject to disciplinary action up to and possibly including
discharge.

6. Alcohol/drugs. Any employee being in possession of or using alcohol/drugs
while on duty, or reporting to work under the influences of alcohol/drugs shall
be subject to disciplinary action in accordance with the City's Drug-Free
Workplace policy.

7. Housekeeping. Keep equipment, tools, materials, and work areas clean and
orderly. Disorder causes injury and wastes time, energy and materials.

8. Clothing. Wear proper, accepted clothing for the job. Do not wear jewelry,
loose clothing or neckties around rotating machinery.

9. Protective Clothing or Equipment. Special protective clothing and/or
equipment shall be worn whenever specified by your supervisor or department
policy, and shall be maintained in good condition.
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10. Machine Guards. Never operate machinery and equipment with guards
removed.

11. Tools and Equipment. Always inspect tools and equipment before use.
Report defects to your supervisor immediately.

12. Lifting. When lifting, bend your knees, grasp the load firmly, then raise the
load, keeping your back as straight as possible. GET HELP for heavy loads.

13. All tools and equipment shall be used in accordance with manufacturer•s
guidelines.

MAINTAIN 

A POSITIVE MENTAL ATTITUDE 

ABOUT SAFETY 

AND 

IT WILL BECOME 

A GOOD HABIT! 
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8. .Flashing or rotating amber lights will be authorized on road/street maintenance
equipment, road/street maintenance vehicles and road service vehicles when
in operation or to designate a hazard.

9. The driver of company vehicles will conduct a "Safety Circle Check" anytime
before it is entered or moved. The following procedure will be followed:

B. General Requirements

1 . Drivers will visually inspect the perimeter of his/her vehicles prior to putting the
vehicle in motion in any direction. This shall be accomplished by the driver 
walking around his/her vehicle to ensure the area to the rear, sides, and front 
are clear of all hazards before starting the vehicle. 

2. Drivers shall also give an audio warning by horn or backup alarm and check all
mirrors before any backward movement is made.

3. Drivers shall back cautiously and be always on the alert for any unexpected
event.

C. Additional Requirements. In addition to requirements A, B, and C above, the
drivers of vans, trucks, and construction equipment will use safety cones. The
following procedures apply to all drivers:

1. Safety cones will meet DOT requirements and will be used to remind the
driver to "Safety Circle Check" the vehicle each time it is going to be entered
and moved. Tying a rope, wire or anything else to the cone and vehicle is
prohibited.

2. Safety cones will be used at all times when parking outside of a fenced-in
vehicle storage yard.

3. Placement of cones:

a. Parallel Parking - the safety cone will be placed adjacent to the rear
bumper.

b. Nose-in Parking - when the nose of the vehicle is pulled in place, the
safety cone is placed to the rear of the vehicle and centered.

c. Back-in Parking -when the vehicle is backed in place, the safety cone
is placed in front of the vehicle and centered.

The above procedures in no way change the procedures on placement of 
safety cones used to direct traffic around work locations where construction 
or other work is in progress. 
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SECTION XVI. HAZARDOUS MATERIALS 

As discussed in Section V, Right-to-Know, the City works to protect you against the 
dangers of hazardous materials. Although we take the necessary precautions to avoid an 
accident involving hazardous materials, there may be an occasion where these materials 
are spilled, are leaking from their containers, or are obsolete and need to be removed from 
the work site. 

The City has entered into a contract with an outside vendor to provide hazardous materials 
response and collection services. This company is an on call 24 hours a day and will 
respond to hazardous materials emergencies and is also available for non-emergency 
clean-up, hazardous waste collection, and contamination assessments. 

Should you experience any of these situations, the following procedure is to be followed: 

1. Hazardous Material Emergency (Chemical spills, leaking tanks or cylinders) -
This type of situation will be coordinated by the Fire Department and the
emergency should be reported immediately to 911.

2. Hazardous Material Non-Emergency (Clean-up, Hazardous Waste Collection,
Contamination Assessments) - These services are to be coordinated through
the Public Works Administration office. They can be reached at 391-1611 or
391-9951.

SAFETY HAS NO 

QUITTING TIME 
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