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The content of this Handbook is not all-inclusive and should not be construed as containing all 

necessary compliance, safety or warning information.  The guidelines and summaries are intended to 

be an introduction to safety awareness and to how certain company policies and procedures apply to 

employees.  When Stan’s Inc. develops or modifies new policies, procedures and programs, it will 

notify employees as soon as possible.  Differences that result from such changes will take precedence 

over the contents of this Handbook. 
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INTRODUCTION 

 

 

It is the intent of this Operations Safety Program to provide the tools and methods to 

maintain safe working practices and a safe workplace. 

 

 Tammy Bierman and Elizabeth Pester   will coordinate all of the activities of 

the Safety Program. 

 

This Operations Safety Program is an attempt to comply with the regulations of the 

Occupational Safety and Health Act of 1970 as described in the Code of Federal 

Regulations 
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COMPANY SAFETY POLICY 

 

 

Stan’s is committed to protecting its employees from accidents and injury.  Stan’s Safety 

Programs are designed to assure that: 

 

1. Safety and Health are a high priority. 

 

2. The workplace is free from recognized hazards. 

 

3. Each employee is trained to recognize hazards and follow the proper safety 

procedures. 

 

4. Each employee is responsible for the safety performance of his/her activity. 

 

5. Each employee is responsible for support of our safety and training program. 

 

6. Each employee is responsible for the support of a safe workplace. 

 

I have a personal interest in our Safety Program and will personally monitor the 

activities. 

 

Only with the proper attitude of management and all employees will this program 

realize the desired results.  Good health and lives are at stake.  A positive attitude toward 

safety will save lives, prevent injuries, increase efficiency, and reduce costs. 

 

             

 (Operations Manager) 
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RESPONSIBILITY 

 

Management Responsibility 

1. Show full support of the Safety Program. 

2. Make safety a part of operational management. 

3. Attend and participate in safety meetings. 

4. Be familiar with accident experience and safety performance. 

5. Take required action to correct and solve safety problems. 

 

 

Supervisors Responsibility 

1. Promote our safety program. 

2. See that regularly scheduled safety inspections of the facility and grounds are 

carried out. 

3. Hold departmental employee safety meetings. 

4. Thoroughly train new or transferred employees in departmental and job safety 

hazards and proper procedures. 

5. Discuss job safety frequently with employees. 

6. Enforce job safety procedures. 

7. Conduct accident investigations. 

 

 

Safety Director/Coordinator Responsibility 

1. See that safety inspections are carried out in all departments; submit 

recommendations for corrective action to management. 

2. Organize the safety meetings and see that they are held. 

3. Maintain safety literature and materials. 

4. See that safety and training records are maintained. 

5. See that material safety data sheets are kept up to date and maintained in a place 

accessible to the employees. 

 

 

Employee Responsibility 

1. Follow all safety procedures. 

2. Use the proper protective equipment. 

3. Report hazardous conditions to the supervisor. 

4. Report hazardous activities to the supervisor. 

5. Maintain a positive attitude toward your safety and the safety of others. 
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TRAINING 

 

 

Company employees are to be provided with a training program that is on-going.  

Training will include the safe work procedures and hazards as outlined in this program 

and also in an Emergency Action Plan. 

 

Safety training of employees will be provided at the following times: 

 

1. When this program is initiated. 

2. When a new employee is hired. 

3. When an employee's job duties change. 

4. When this program is changed. 

5. Weekly safety meetings. 

 

The training program will cover the following areas: 

 

1. Identification of workplace hazards. 

2. Fire and explosion prevention. 

3. Work safety procedures. 

4. Hot work procedures. 

5. Lock out/tag out procedures. 

6. Bin entry and cleaning procedures. 

7. Housekeeping procedures. 

8. Preventive maintenance. 

9. Emergency action procedures. 

10. Hazard communications. 

 

 

 

 

SAFETY TRAINING MEETINGS 

 

These meetings will be approximately 15 minutes in length and will cover one or more 

safety topics.    Employees are encouraged to participate in the safety discussions. 

 

A safety meeting record should be filled out for each meeting and kept on file in the 

office. 

 

The “Safety Training Register” or a sign-in sheet should be signed by all in attendance 

and kept on file in the office. 
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                       TRAINING REGISTER 
 

DATE:     TYPE OF TRAINING:        

 

INSTRUCTOR:           

 
 

EMPLOYEE 

NAME 

 

SIGNATURE 
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WORKPLACE SAFETY PROCEDURES 

 

These workplace safety procedures are the rules to be followed to reduce accidents and 

injury to employees and visitors.  Experienced and new employees alike must follow 

these rules and procedures in performing their jobs.  A frequent review of these safety 

procedures by the employees will work toward promoting a safe and productive 

workplace. 

 

GENERAL SAFETY  

 

1. Report all injuries at once. 

 

2. Report unsafe conditions. 

 

3. Always wear personal protective equipment when and where required: 

 

• Head protection 

• Eye protection 

• Ear protection 

• Hand protection 

• Foot protection 

• Breathing protection 

 

4. Dress properly.  Wear appropriate work clothes, gloves, and shoes or boots.  

Loose clothing and jewelry must be removed. 

 

5. Never operate machinery unless authorized.  All guards, covers, and safety devices 

must be in place and operating properly. 

 

6. Always lock out and tag the power source before working on or cleaning 

machinery, so that unexpected startup cannot occur. 

 

7. Never use defective tools.  Report all defective tools or equipment. 

 

8. Keep work areas and aisles clean and free of trash. 

 

9. Horseplay is prohibited. 

 

10. Walk, don't Run.  

 

11. Do not jump down off equipment, docks, platforms, storage racks or vehicles. 

Always climb down using the three point dismount. 
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WORKPLACE SAFETY PROCEDURES  (continued) 

 

 

GENERAL SAFETY  (continued) 

 

12. The use of, or being under the influence of, intoxicating beverages or illegal drugs 

is prohibited. 

 

13. Always use proper lifting procedure: 

 

• Size up the object 

• Get help if necessary 

• Position feet on each side of object 

• Keep object close to body while lifting with legs 

• Do not twist back while lifting or carrying 

• Be sure you can see where you are walking 

 

14. Be alert on the job. 
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WORKPLACE SAFETY PROCEDURES  (continued) 

 

 

LADDER SAFETY  

 

1. Do not use boxes, chairs, or other makeshift devices for climbing. 

 

2. All ladders should be equipped with safety feet. 

 

3. Any broken or deteriorated ladders are to be taken out of service. 

 

4. Ladder feet should be set on a level surface. 

 

5. Extension ladders should extend at least 3 feet above the roofline when used to 

gain access to a roof. 

 

6. Do not stand above the third step from the top of a stepladder. The top two steps 

should not be used. 

 

7. Always face the ladder rungs when climbing or descending.
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WORKPLACE SAFETY PROCEDURES  (continued) 

 

 

ELEVATOR/MILL SAFETY 

 

1. All power drive guards and conveyor covers must be in place before operating 

equipment. 

 

2. When cleaning or repairing machinery, the electrical power must be "locked out" 

and "tagged." 

 

3. Inspection doors on elevating legs must be kept closed while operating under 

normal conditions.  The only exception to this would be while checking belt 

alignment of the leg. 

 

4. Never try to "jog" a choked elevating leg. 

 

5. Frequently check the temperature of bearings during the operation of elevating 

legs and conveyors. 

 

6. Before entering a tank or bin, obtain a permit. 

 

7. Before welding in the elevator or mill, the area must be inspected and a hot work 

permit obtained. 

 

8. Clean up spills.  

 

9. Keep floor dry. 

 

10. NO SMOKING INSIDE MILL. 
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WORKPLACE SAFETY PROCEDURES  (continued) 

 

 

FORK LIFT/BUCKET END LOADER SAFETY 

 

1. ONLY OSHA trained and authorized employees are to operate industrial trucks. 

 

2. Inspect truck daily before operation. 

 

3. Be sure horn, lights, and brakes are operating properly. 

 

4. Refueling should be done in a safe outside area with engine shut off. 

 

5. Industrial trucks are to be operated in a safe manner and at a safe speed that will 

permit it to be brought to a safe stop. 

 

6. Keep arms and legs within the limits of the truck. 

 

7. Do not allow anyone to stand or pass under the elevated part of the truck. 

 

8. Travel with load at a low level and, where possible, tilted back. 

 

9. Elevate load only during stacking or unstacking; not while in motion. 

 

10. Do not overload. 

 

11. When leaving truck unattended, lower load and shut off power.  Set brake. 

 

12. No riders are permitted on truck. 

 

13. Be sure truck/trailer wheels are properly chocked to prevent movement before 

entering with industrial truck. 

 

14. Be sure bridge plate is properly secured in truck/trailer. 

 

15. Be sure fire extinguisher aisles, exit doors and working aisles are kept clear and 

orderly. 
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WORKPLACE SAFETY PROCEDURES  (continued) 

 

 

HAND TOOL SAFETY 

 

1. Always pull on a wrench handle and place yourself in a position that keeps you in 

balance. 

 

2. Pliers should not be used on nuts and bolts. 

 

3. Don't use the side of the hammer for striking. 

 

4. Size the hammer to the job, don't use a heavy hammer for lightweight jobs and 

vice-versa. 

 

5. Don't use a hammer with a damaged or loose handle, replace it. 

 

6. Replace hammerheads that are cracked, split, or mushroomed. 

 

7. Never use a cold chisel on stone or concrete. 

 

 

8. Always keeps chisels sharp; dull tips require extra force. 

 

9. When using a knife, always stroke away from the body. 

 

 

10. Use a rack or vise to hold items to be cut or that requires a firm grip. 

 

11. Don't use a screwdriver as a pry bar. 

 

12. Always size the screwdriver tip to the slot of the screw. 

 

13. Inspect all tools before they are used for defects such as cracks, splits, and bends.
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WORKPLACE SAFETY PROCEDURES  (continued) 

 

 

AUTO/TRUCK SERVICE AND REPAIR SAFETY 

 

1. Safety glasses must be worn at all times in the shop. 

 

2. Know the location and proper use of the fire extinguishers. 

 

3. Never use a compressed air hose to clean off clothing or brake shoes or drums. 

 

4. Do not use a portable extension light when working on a carburetor, gas line, or 

gas tank. 

 

5. No welding or cutting at this time.No smoking in shop. 

 

6. Clean up grease and oil spills at once. 

 

7. Use the proper tool for the job. 

 

8. Maintain tools in good condition. 

 

9. When job is completed, return tools to proper place. 

 

10. Place all dirty shop towels in designated rag bag. 

 

11. Do not leave used motor oil setting in an open pan or bucket. 

 

12. Store flammable liquids in an enclosed metal cabinet. 

 

13. Use care while raising a vehicle on a lift.  Be sure the vehicle is properly 

positioned.  Do not exceed the capacity. 

 

14. Be sure lift control is in lock position while in raised position. 

 

15. Use care when closing overhead doors to be sure nothing is located under the 

open door. 

 

16. Drive SLOWLY in and out of shop.  ONLY Shop Personnel are permitted to drive 

in and out of shop. 
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OUTSIDE CONTRACTORS 

 

 

Employees should be aware of the conditions created by contractors and their personnel, which 

not only endanger contractor employees, but also create hazardous conditions for company 

employees. 

 

Safety related problems with contractors generally arise when they have had little or no 

experience with hazardous operations, bring in workers who are unfamiliar with various 

hazards, do not coordinate their work with other contractors on the job, and fail to have 

adequate supervision.  A system to control and eliminate these situations is the key to protecting 

company employees and facilities. 

 

To effectively protect all employees from the actions and hazards, which can be created by 

contractors' personnel, steps similar to those outlined below are recommended.  All employees 

are to help monitor the activities of contractors' personnel. 

 

1. Smoking is prohibited except in designated areas. 

 

2. Sanitary conditions must be maintained in the facility at all times. 

 

3. Eating is permitted only in areas designated by the facility Manager. 

 

4. Ear protection must be used in all posted "Ear Protection Required" areas in the facility. 

 

5. Parking is prohibited except in designated areas. 

 

6. Cameras, firearms, weapons of any kind, or intoxicating liquors are not permitted on 

the premises. 

 

7. Posted load limits on personnel elevators are not to be exceeded. 

 

8. All contractor personnel are to be registered with the facility's office. 

 

9. When using portable grinders, proper safeguards must be taken to protect personnel 

and equipment from flying projectiles. 

 

10. When working overhead, proper safeguards must be set up so that material is not 

dropped on persons working in the area. Signs are to be placed at floor level calling 

attention to overhead work. 

 

11. Daily clean up and removal of debris must be carried out. 
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OUTSIDE CONTRACTORS (continued) 

 

12. Contractors' personnel should not be permitted access to non-work areas including 

maintenance shops, locker rooms, etc., without management approval. 

 

13. At the end of each workday, contractor personnel should secure all tools, mobile 

vehicles, ladders, and other equipment. 

 

14. Accidents or injuries must be reported to management at the time that they occur. 

 

15. At the end of each workday, all electrical equipment should be unplugged 

and stored in its proper place, as well as all extension cords picked up and stored in 

their proper place.  

 

16. When using a burning torch or welder, proper safeguards, including having a fire 

extinguisher available, must be taken.  Flammable material must be protected from 

sparks.  Fireproof screens must be used to protect others in the area.  Facility managers 

must be notified before using a welder or torch. Managers should check area and issue 

a permit for such work. 

 

17. Should cutting and welding be needed during a job, all equipment should be secured 

during operations and removed from the facility each night. 

 

18. All flammable materials used by an outside contractor or subcontractor are 

not to be stored inside the buildings.  Only amounts to be used on a specific day are to 

be brought inside.  Any unused materials as well as any stock will be stored outside of 

the buildings. 

 

19. A complete inspection should be made of work areas prior to the start and end of each 

workday.  Contact should be made with the facility Manager before starting work and 

again at the end of the day when all contractor employees have left the facility. 

 

20. Any facility equipment that must be operated for testing or inspection by contractor 

employees of existing equipment should be operated by facility employees only. 

 



 

15 

CONTRACTOR SAFETY RULES AGREEMENT 
 

Facility:________________________________________________                                                                            

 

Date: __________________________________________________ 

 

1. Contractor personnel must follow all plant safety regulations and procedures. Review these procedures with 

facility representative before beginning work. 

 

2. Review with your employees all facility safety regulations and procedures, including emergency 

evacuation.  

- Emphasize the importance of compliance. 

 

3. Contractor must follow facility check in/sign in procedure. 

 

4. Absolutely NO SMOKING is permitted in or around this facility except in posted, designated areas. 

5. Contractor personnel are not permitted in any part of the facility beyond their designated work areas 

without proper authorization. 

 

6. Coordinate your schedule with facility representative. 

 

7. Any change in construction method or schedule requires prior approval of facility manager. 

 

8. Contractor personnel must not use endless belt manlifts without special training and authorization by 

facility representative. 

 

9. Welding, cutting, or other hot work is not permitted in this facility except under very unusual 

circumstances. The contractor must obtain a Hot Work Permit signed by facility representative. 

- Use of grinding tools requires a Hot Work Permit. 

 

10. All electrical equipment and tools used inside the facility must be appropriate for the location. 

 

11. You must have approval to store and/or use hazardous materials, including solvents and other flammable 

materials. You must also provide facility representative with Material Safety Data Sheets for any such 

hazardous materials. 

 

12. Debris must be cleaned up and removed daily. 

 

13. All guards and covers must be replaced immediately upon completion of work. 

 

14. Store in a safe manner or location all tools, equipment, vehicles, ladders, and other equipment at the  

              end of each workday. The contractor should inspect the work area to be sure it remains in safe condition. 

 

I have been informed of the above safety information and it has been discussed with me. 

 

 

 

Signature: __________________________________                                                                      

                                        (Contractor) 

 

 

Signature:  __________________________________                                                                     

                                    (Facility Manager) 
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SAFETY INSPECTIONS 

 

 

Inspections will be conducted to maintain awareness of overall safety conditions in a 

facility. A rotation of members of management, the safety committee or assigned 

employees will conduct the inspections. The safety inspection form included in this 

section should be used. Inspections will be discussed at the next safety meeting. 

Corrective action is to be implemented on all deficiencies noted on the Safety Inspection 

Report. 
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Stan’s 
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Alpena, SD 57312 

 

 

 

 

Main Office Phone: 

605-849-3582 
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EMERGENCY ACTION PLAN 

 

 

Policy Statement 

 

It is the policy of Stan’s to provide a safe and healthful workplace for all employees.  In 

the event of an emergency situation, the Emergency Action Plan developed by Stan’s will 

serve as the plan of action for a safe effective conclusion of the emergency situation. 

 

Within this Emergency Action Policy: 

 

• All employees will be familiar with the guidelines set forth in the Emergency 

Action Plan. 

• All employees will receive training upon initial assignment or when job changes 

create new or different responsibilities. 

• All revisions made to the Emergency Action Plan will be communicated to all 

affected employees. 

• Stan’s employee training will be the responsibility of their supervisors.  Supervisors 

will address any questions or concerns regarding the Emergency Action Plan. 

 

Elizabeth Pester will keep the Emergency Action Plan current at all times, with updates 

whenever job changes are made, exposures to new hazards are created, or additional 

emergency potentials are identified. 

 

• A printed copy of the Safety Manual, including the Emergency Action Plan, can be 

found @ the Main Office.   Employees are welcome to stop and read or reference 

the information at any time.  

• A digital copy is available to all employees via Stan’s Inc. website.    

www.stansinc.net.   From the home page, click on the EMPLOYEE RESOURCES 

icon.   To gain access to this site, you will need to enter the password of 

Stans1964. Once you gain access to the site, click on the ‘VIEW SAFETY MANUAL’ 

link.  

 
  

http://www.stansinc.net/
http://www.stansinc.net/
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SECTION 1 

 

EMERGENCY COORDINATOR 

 

NAME  TELEPHONE 

Mike Kopfmann 

 

Direct: 605-961-9496   Cell: 605-350-7003 

                 

                 

 

 

EMERGENCY COORDINATOR ALTERNATES 

 

 

NAME 

 

TELEPHONE 

 

1. Alex Kopfmann  Direct: 605-961-9958   Cell:  605-350-6595 

2. Les Eckels  Direct: 605-961-9506   Cell:  605-350-0457 

3. Tammy Bierman  Direct: 605-961-9508   Cell:  605-228-2271 

                 

   

 

 

 

 

MEDIA COORDINATOR 

 

NAME  TELEPHONE 

Mike Kopfmann 

 

Direct: 605-961-9496   Cell: 605-350-7003 

 

 

 

 

 

MEDIA COORDINATOR ALTERNATES 

 

NAME 

 

TELEPHONE 

 

1. Alex Kopfmann  Direct: 605-961-9958   Cell:  605-350-6595 

2. Les Eckels  Direct: 605-961-9506   Cell:  605-350-0457 

3. Tammy Bierman  Direct: 605-961-9508   Cell:  605-228-2271 
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SECTION 2 

 

RESPONSE NOTIFICATION LIST 

 

ALPENA FIRE DEPARTMENT………………………….………… 605-849-3341 

  

AMBULANCE (Huron Dispatch)………………………………… 605-353-8550 

  

JERAULD COUNTY SHERIFF……………………………………. 605-539-1311 

  

HOSPITAL(s) 

Huron Regional Medical Center………………………………… 

Huron Clinic………………………………………………………. 

 

605-353-6228 

605-352-8691 

  

NEIGHBORING FACILITIES 

        Alpena Fire Department……………………………………. 

        Alpena Coop………………………………………………… 

        Post Office………………..……………………………..…… 

        Agtegra………………………………………………..……... 

 

605-849-3341 

605-849-3341 

605-849-3350 

605-849-3252 

  

ELECTRIC POWER COMPANY 

Northwestern Energy 7am-6pm M-F………………………..….. 

 

1-800-245-6977 

  

GAS COMPANY 

Northwestern Energy 7am-6pm M-F…………………………… 

 

 

1-800-245-6977 

DIG SAFE NORTHWESTERN ENERGY…………………………. 811 

  

NATIONAL RESPONSE CENTER…………………………….….. 1-800-424-8802 

  

POISON CONTROL CENTER……………………………………. 1-800-332-6633 

  

REGIONAL OSHA (Sioux Falls)………………………………….. 605-361-9566 

  

E.P.A. (Sioux Falls Spill Number)………………………………… 605-773-3296 or 3231 

  

DM&E RAILROAD………………………………………………… 605-352-0010 

  

SD DEPT. OF ENVIRONMENT & NATURAL RES……………… 605-773-3151 

  

SD OFFICE OF EMERGENCY MANAGEMENT………………… 605-773-3231 

  

SD DEPT. OF AGRICULTURE……………………………….…… 605-773-5436 

  

SD STATE FIRE MARSHALL………………….…………………… 605-773-3562 
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RESPONSE NOTIFICATION LIST (continued) 

 

 

HEAVY EQUIPMENT OPTIONS 

        Alex Kopfmann (Cell)………………………  

 

 

605-350-6595        

 

AG STATES (Buildings, Pickups, Personal)……... 800-548-1494 

  

CITY OF ALPENA………………………………… 605-849-3454 

  

OPERATIONS 

Mike Kopfmann………………………………….. 

Alex Kopfmann…………………………………... 

605-961-9496  Cell: 605-350-7003 

605-961-9958  Cell: 605-350-6595 

  

FEED MILL MANAGER  

Alex Kopfmann………………………………..…. 605-961-9958  Cell: 605-350-6595 

  

SAFETY & COMPLIANCE DIRECTOR 

Elizabeth Pester…………………………………… 605-961-9501 
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SECTION 3 

EMERGENCY NOTIFICATION PROCEDURE 

 

➢ Notify Immediately: 

1) Huron Dispatch: 605-353-8550 or 911 

2) Main Office: 605-849-3582, option “0” for an operator  

3) Local Alpena Fire Department (EMT’s, fire), via Alpena Co-op:  

• M-F 7:30AM-5PM and Sat 7:30AM-Noon  

• 605-849-3341 OR Speed Dial 5005 

 

➢ When reporting an emergency, stay calm and give the following BASIC 

INFORMATION: 

• Name of facility. 

• Address of the facility (See other side) 

• Caller's name (Say it clearly). 

• Phone number to call back if needed. 

• Type of emergency: 

a. Chemical spill. 

b. Chemical fire and/or explosion. 

• Injuries, if any: 

a. Number of people injured. 

b. Trapped or other pertinent information. 

• Extent of emergency: 

a. Fire in/out of control. 

b. Explosion did/did not occur. 

c. Explosion likely/unlikely. 

d. Evacuation of area anticipated/not anticipated. 

• Any known special needs - equipment, respirators, oxygen tanks, etc. 

 

➢ Do not make any comments or statements to anyone. Direct ALL inquires to 

Mike or Alex Kopfmann.  

 

➢ All employees who do not have designated duties proceed to the nearest safe 

exit. 

 

➢ Once safely outside, report to the head count area. This area, fire extinguishers, 

emergency exits and routes are highlighted on floor plans posted throughout 

the facility. 
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EMERGENCY NOTIFICATION PROCEDURE (continued) 

 

➢ Emergency Coordinator: 

      

• Mike Kopfmann 

Office:  605-961-9496  

Cell:  605-350-7003 

 

• Alternates: 

o Alex Kopfmann  

Office: 605-961-9498 

Cell: 605-350-6595 

  

o Tammy Bierman  

Office: 605-961-9508  

Cell:  605-228-2271           
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SECTION 4 

 

EMERGENCY ACTION PROCEDURE 

 

As an employee of Stan’s, your first concern in an emergency is fellow employees, 

visitors, contractors working on site, and the surrounding community. 

 

Personally direct any emergency efforts toward preventing personal injury or death, 

avoiding damage to the environment, and minimizing property damage, in that order. 

 

TAKE NO ACTION if unreasonable risk is involved.  Call in professional services and wait 

for them to arrive. 

 

The highest-ranking supervisor present has final authority to determine all action until 

arrival of a higher authority or professional services. 
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SECTION 4 - EMERGENCY ACTION PROCEDURE (continued)  

 

FIRE/EXPLOSION 

**DO NOT MAKE ANY COMMENTS OR STATEMENTS TO NEWS REPORTERS. SIMPLY 

INFORM ALL MEDIA SOURCES TO CONTACT Mike Kopfmann or Alex Kopfmann. No 

one else is to talk to the media.  

 

 

1. Sound the alarm – EMPLOYEE ALARM IS - VOICE, RADIO OR INTERCOM 

SYSTEM – notify the main office. 

 

2. Call the fire department before attempting to fight the fire. 

 

3. If the fire is small and has not spread beyond its point of origin, try to extinguish 

the fire with the proper fire extinguisher. 

 

4. Do not attempt to fight the fire with a fire extinguisher if the fire has spread 

beyond its point of origin. 

 

5. If possible, disconnect electrical power and shut off gas supply. 

 

6. Proceed to the rendezvous area located at: 

• Main Office: Stan’s old shop parking area West of office 

• Feed Mill: Parking area east of the office 

• Shack/Shop/Wash Bay/Dispatch: Parking area west of the office 

• Farm: Parking area south of the shed. 

 

7. Use emergency exits only, walk don’t run, test doors, feel for heat, close doors 

behind you. 

 

8. The Emergency Coordinator(s) will check the Personnel Roster to account for all 

employees. 

 

9. Initiate the Emergency Notification Procedures (Section 3). 

 

10. Assist police and fire department personnel as instructed to direct traffic, assist 

rescue, etc. 

 

11. Initiate action to contain any hazardous materials such as stopping a leak, 

constructing a dike, putting out sorbents; or whatever means necessary to control 

the material. Be sure to follow the procedures stated on the Safety Data Sheets.
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SECTION 4 - EMERGENCY ACTION PROCEDURE (continued) 

 

TORNADO 

**DO NOT MAKE ANY COMMENTS OR STATEMENTS TO NEWS REPORTERS. SIMPLY 

INFORM ALL MEDIA SOURCES TO CONTACT Mike Kopfmann or Alex Kopfmann. No 

one else is to talk to the media.  

 

Encourage awareness during adverse weather season. If watches are issued, be alert. 

 

If warnings issued: 

 

1. Sound alarms: 

• Office Personnel – voice (vocalize) and intercom (phone system) 

• Shop/Wash Bay/Driver Lounge/Truck Parking Lot – Air Horn 

 

2. Shut down electrical power. 

 

3. Evacuate upper levels of buildings and seek shelter in basement or interior room 

away from windows: 

• Main Office: to the vault. 

• Feed Mill: to the basement. 

• Shack/Shop/Wash Bay/Dispatch: to the lunchroom. 

• Farm: Depending on location. Make a plan! 

 

4. If time does not allow for evacuation, seek shelter under heavy furniture, or 

against the wall nearest the direction of the tornado.  AVOID WINDOWS. 

 

5. After the tornado has passed, proceed to the rendezvous area located at:  

• Main Office: Stan’s shop parking area west of office 

• Feed Mill:  Parking area east of the office 

• Shack/Shop/Wash Bay/Dispatch:  Parking area west of the office  

• Farm:  Parking area south of the shed. 

 

6. Management will account for employees. 

 

7. Initiate the Emergency Notification Procedure (Section 3). 

 

8. Assist emergency personnel to direct traffic, assist rescue, etc. 

 

9. Initiate action to contain any hazardous materials such as stopping a leak, 

constructing a dike, putting out sorbents; or whatever means necessary to control 

the material. Be sure to follow the procedures stated on the Safety Data Sheets. 
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SECTION 4 - EMERGENCY ACTION PROCEDURE (continued) 

 

 

CHEMICAL RELEASES 

**DO NOT MAKE ANY COMMENTS OR STATEMENTS TO NEWS REPORTERS. SIMPLY 

INFORM ALL MEDIA SOURCES TO CONTACT Mike Kopfmann or Alex Kopfmann. No 

one else is to talk to the media.  

 

1. Notify all employees and visitors in the general area. 

 

2. Call the fire department and/or State Emergency Response, Chemtrec. 

 

3. Refer to the corresponding Safety Data Sheet for information on the product(s) 

spilled. 

 

4. Initiate the Emergency Notification Procedures (Section 3). 

 

5. If you have received prior formal training and after accessing the appropriate 

personal protective equipment:  

• Attempt to stop the flow of product. Initiate action to contain the 

hazardous material, construct dike, put out sorbents, or use whatever 

means necessary to control the material. 

• Assist emergency personnel to direct traffic, assist rescue, cleanup, etc. 
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SECTION 4 - EMERGENCY ACTION PROCEDURE (continued) 

 

 

FATALITY 

**DO NOT MAKE ANY COMMENTS OR STATEMENTS TO NEWS REPORTERS. SIMPLY 

INFORM ALL MEDIA SOURCES TO CONTACT Stan’s and talk to Mike Kopfmann or 

Alex Kopfmann.  No one else is to talk to the media. 

 

1. Notify 911. 

2. Notify Main Office (Mike or Alex Kopfmann)@ 605-849-3582, option 0. 

3. Document 

a. Take pictures, videos, gather witness(es) or any involved party’s 

information. 

b. Information will only be shared with or released to or by Operations (Mike 

or Alex Kopfmann). 

 

4. Operations will report the fatality to OSHA. 
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SECTION 5 

PRACTICE DRILLS 

 

 

Stan’s will review or conduct our emergency practice drill once each year. There should 

be no surprise drills due to the hazard of emergency surprises. 

 

During the review, any problems will be noted so that changes can be made to prevent 

actual emergency problems. 

 

All personnel will be reminded how to respond as though an actual emergency were in 

progress. 

 

Following the review of the practice drill, the Emergency Coordinator will issue a report 

indicating the results of the drill and changes to be made. 
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SECTION 6 

 

FACILITY LAYOUT: FIRST FLOOR (FEED MILL OFFICE) 

 

+++++++++++++++++++Railroad++++++++++++++++++ 
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***Rendezvous Area Stan’s Parking Lot (East)*** 
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SECTION 6 

 

FACILITY LAYOUT: SECOND FLOOR (FEED MILL OFFICE) 

 

***Rendezvous Area Stan’s Parking Lot (East)*** 
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SECTION 6 

 

FACILITY LAYOUT: CORN RECEIVING & TUNNEL  

(FEED MILL) 
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SECTION 6 

 

FACILITY LAYOUT: FEED MILL QUONSET 
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Fire Extinguishers 
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SECTION 6 

 

FACILITY LAYOUT: MAIN OFFICE 
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SECTION 6 

 

FACILITY LAYOUT: FIRST FLOOR (DISPATCH OFFICE) 
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SECTION 6 

 

FACILITY LAYOUT: SECOND FLOOR  

(ABOVE DISPATCH OFFICE) 
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SECTION 6 

 

FACILITY LAYOUT: FIRST FLOOR (TRUCK SHOP) 

 

 

 

 

 

 

 

 

P 

 I 

T 

 

Stairs (up) 

*** Rendezvous Area Stan’s Parking Lot (West) *** 
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SECTION 6 

 

FACILITY LAYOUT: FIRST FLOOR (WASHBAY) 

  

    Windows 

     Overhead Doors 

     Doors 

              Fire Extinguishers 

*** Rendezvous Area: Stan’s Parking Lot (West) *** 
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SECTION 6 

 

FACILITY LAYOUT: FIRST FLOOR (SHACK SHOP) 
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SECTION 6 

 

FACILITY LAYOUT: SHOP QUONSET 

      Overhead Doors 

              Doors 

                  Fire Extinguishers  
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SECTION 6 

 

FACILITY LAYOUT: NEW FARM SHOP 

 

            
 

 
 

 

 

 

 
 

 

 

    

 

 

                                                                                                          

 

 

 

            

 

                                                                             

        

                      Kitchen 

 

  Office 

 

 Office 

 

     Utility 

 

   

   

Bathroom 

Bathroom                                    

Stairway (Up) 

 

    Windows 

     Overhead Doors 

     Doors 

      
 

 Fire Extinguishers 
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SECTION 6 

 

FACILITY LAYOUT: OLD FARM SHOP 

 

  Sliding Door 

     Overhead Doors 

     Doors 

      
 

 Fire Extinguishers 
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SECTION 6 

 

FACILITY LAYOUT: FARM COLD STORAGE 

    Windows 

     Overhead Doors 

     Doors 

      
 

 Fire Extinguishers 
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SECTION 6 

 

FACILITY LAYOUT: FARM QUONSET 

      Overhead Doors 

     Doors 

      
 

 Fire Extinguishers 
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SECTION 6 

 

FACILITY LAYOUT: STAN’S LAST RESORT 

     Overhead Doors 

     Doors 

      
 

 Fire Extinguishers 
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SECTION 6 

 

FACILITY LAYOUT: OLD SHOP (Downtown Alpena) 

      Overhead Doors 

     Doors 

      
 

 Fire Extinguishers 
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PERSONAL PROTECTIVE EQUIPMENT 
 

GENERAL REQUIREMENTS 
 

 

EYE AND FACE PROTECTION 

OSHA requires that the employer shall ensure that affected employees use appropriate 

eye or face protection when exposed to hazards from flying particles, molten metal, 

liquid chemicals, chemical gases or vapors, or potentially injurious light radiation.  The 

employer shall ensure that employees use eye protection that provides side protection 

when there is a hazard from flying objects.  Detachable side protectors (e.g. clip-on or 

slide-on side shields) meeting the requirements are acceptable.   

 

 

EYE AND FACE PROTECTION  

 

The employer shall ensure that employees who wears prescription lenses while engaged 

in operations that involve eye hazards wear eye protection that incorporates the 

prescription in its design, or wears eye protection that can be worn over the prescription 

lenses without disturbing the proper position of the prescription lenses or the protective 

lenses.  The employer shall also ensure that employees use equipment with filter lenses 

that have a shade number appropriate for the work being performed for protection from 

injurious light radiation such as would be encountered in a welding operation. 

DESIGNATED EYE PROTECTION AREAS 

Safety glasses will be worn at all times in the wash bay and shop.  Face shields are to be 

worn in the shop when welding. Safety glasses are available in the feed mill for 

employees and visitors. 

 

TYPE OF EYE WEAR 

Safety glasses are provided to all shop, wash bay, and feed mill employees.  Safety 

glasses are also available at the entrances to the shop and wash bay.  Face shields are 

also available for wash bay employees. 

 

Suitable eye protectors must be provided where machines or operations present the hazard  

of flying objects, glare, liquids, injurious radiation, or a combination of these hazards.  

The National Society to Prevent Blindness recommends that emergency eyewashes be  

placed in all hazardous locations.  First-aid instructions should be posted close to such  

potential danger spots since any delay to immediate aid or an early mistake in dealing with  

an eye injury can result in lasting damage.  A good example of this would be the  

emergency water placement and use with anhydrous ammonia operations. 
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PROPER EYE PROTECTION FIT AND MAINTENANCE 

* Your protective eye wear should fit firmly but not tightly; as close to your eyes as 

 possible without eyelashes hitting the lenses.   

* Eye protection wear should not interfere with body movement. 

* Eye protection must be kept clean and in good repair.  Continuous vision through 

 dirty or scratched lenses can cause eye strain. 

* Never wear someone else’s eye protection. 

 

 

HAND PROTECTION 

Examples of injuries to arms and hands are burns, cuts, amputation, and electrical shock. 

 There is a wide assortment of gloves, hand pads, sleeves, and wristlets for protection 

from various hand hazard situations.   

 

In some cases, implementing engineering controls such as proper machinery guarding can 

help a great deal in decreasing the hazards to hands and arms.   
 

DESIGNATED HAND PROTECTION AREAS AND DUTIES 

Hand protection is required in the shop when welding. 

 

TYPES OF HAND PROTECTION REQUIRED 

Welding gloves and sleeves are available in the shop for welding. 

 

PROPER GLOVE FIT AND MAINTENANCE 

* Protective gloves should fit well enough to allow the proper dexterity for the job 

 being performed. 

* It is important that gloves be kept clean and in good condition. 

* Gloves that have been contaminated with a toxic chemical should be de-

contaminated.  If they cannot be de-contaminated, they should be disposed of in a 

proper manner. 

* Torn or damaged gloves should be replaced. 
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FOOT PROTECTION 
 

OSHA requires that the employer shall ensure that employees use protective footwear 

when working in areas where there is a danger of foot injuries due to falling or rolling 

objects, or objects piercing the sole, and where employee’s feet are exposed to electrical 

hazards. 

 

Safety shoes should be sturdy and have an impact-resistant toe.  In some shoes, metal 

insoles protect against puncture wounds.  Additional protection, such as metatarsal 

guards (bones behind the toes), may be found in some types of footwear.  Safety footwear 

is classified according to its ability to meet minimum requirements for both compression 

and impact tests.  There are also leggings available for protection against molten metal 

and welding sparks. 

 

DESIGNATED FOOT PROTECTION AREAS 

Stan’s employees are required to wear closed toed shoes in designated areas. 

 

PROPER FOOT WEAR AND MAINTENANCE 

 

Foot wear should be cleaned regularly and have non skid soles. 
 

HEARING PROTECTION 
 

Exposure to high noise levels can cause hearing loss or impairment.  It can create 

physical and psychological stress.  There is no cure for noise-induced hearing loss, so the 

prevention of excessive noise exposure is the only way to avoid hearing damage. 

Specifically designed protection is required, depending on the type of noise encountered. 

 

OSHA requires that the employer  assess the noise hazard and administer a continuing, 

effective hearing conservation program whenever employee noise exposures equal or 

exceed an 8-hour time-weighted average (TWA) of 85 decibels or more.  This is referred 

to as the action level or the time in-which to implement a noise conservation program. 

 

Pre-formed or molded ear plugs should be individually fitted by a professional.  Waxed 

cotton, foam, or fiberglass wool ear plugs are self-forming.  When properly inserted, they 

work as well as the molded ear plugs.  Some ear plugs are disposable; to be used one time 

and then thrown away.  The non-disposable type should be cleaned after each use for 

proper protection.  Plain cotton is not effective protection against hazardous noise.  

Earmuffs need to make a perfect seal around the ear to be effective.  Glasses, long 

sideburns, long hair, and facial movements such as chewing, can reduce protection.  For 

extremely noisy situations, earplugs should be worn in addition to earmuffs.   
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HEARING PROTECTION 

Ear muffs must be worn in the feed mill area if the mill is running the vibrator on the bins 

to loosen bulk products. 

 

RESPIRATORY PROTECTION 
 

Hazards to the lungs are not always easy to detect.  Some of the most common hazards are the 

lack of oxygen and the presence of harmful dust, fogs, smokes, mists, fumes, gases, vapors, or 

sprays including substances that may cause cancer, lung impairment, other diseases, or death.  

Respirators prevent the entry of harmful substances into the lungs during breathing.  Some 

respirators also provide a separate supply of breathable air so work can be performed where there 

is inadequate oxygen, or where greater protection is needed. 

 

OSHA states that atmospheric contamination controls should be accomplished as far as feasible 

by accepted engineering control measures (e.g. enclosure or confinement of the operation, 

general and local ventilation, and substitution of less toxic materials).  When effective 

engineering controls are not feasible, or while they are being instituted, appropriate respirators 

shall be used   The employer shall provide respirators which are applicable and suitable for the 

purpose intended, provide training in their use and have a written standard operating procedure 

for the use and maintenance of all respirators. 

 

There are two basic types of respirators. 

* Air purifying respirators, which remove contaminants from the air. 

* Air supplying respirators, which supply clean, uncontaminated air from an 

 independent source. 

 

RESPIRATORY PROTECTION 
Filtered dust masks are provided and must be used when dumping bags in on the micro table.   

 

 

SEATBELT POLICY 
Stan’s employees are required to wear a seatbelt in any vehicle, company owned or personal, 

when on company time.     
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Stan’s Inc. 

 

805 Main Street 

Alpena, SD 57312 

 

 

 

 

CONFINED SPACE PROGRAM 

 

ENTRY INTO GRAIN STORAGE STRUCTURES 

 

 

 

 

 

OSHA Regulation - 29 CFR 1910.272 (g) & (h) 
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BIN ENTRY PLAN 

 

BIN ENTRY PERMITS ARE NEEDED FOR THE 

FOLLOWING BINS: 

 

 1. All grain bins  

 2. Under the truck scale 

 3. In the mixer 

 

 

- USE PERMIT TO ENTER BINS and SPACES 

 

- RESCUE SERVICES IDENTIFIED (if needed) 

 

- TEST AIR QUALITY (if needed)  

 

- BIN ENTRY PERMIT WILL BE COMPLETED 

 

 

- If there are any questions, review the following 

guidelines and contact the safety committee 
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This program contains the required practices and procedures to protect employees from the 

hazards of entry into grain storage structures.  It applies to employee entry into bins, silos, tanks, 

and other grain storage structures such as flats and all grain bins regardless of the diameter and 

height.  All procedures in this program must be followed as described. 

 

The term "grain" includes raw and processed grain and grain products. 

 

A confined space permit must be issued for entering bins, silos, tanks, and other grain storage 

structures (flats), with the following Exceptions: 

 

_ The location manager (or designate) is present during the entire operation. 

 

_ Entry into a flat storage structure through unrestricted ground level openings in 

which there are no toxicity, flammability, oxygen-deficiency, or other atmospheric 

hazards.  

 

 

1. POTENTIAL HAZARDS 

 

Employees could be exposed to the following hazards: 

 

Engulfment.  Such as being buried or trapped in grain, or other flowable material. 

 

 

Atmospheric hazards.  

 

NOTE:   In this facility bins are to be Vented before Entry.  This facility handles DRY 

GRAIN, no moisture/quality problems have been noted.  If Problems, be aware of: 

 

 

Oxygen deficiency.  A concentration of oxygen in the atmosphere equal to or less 

than 19.5% by volume. 

 

Oxygen enriched.  A concentration of oxygen in the atmosphere equal to or 

greater than 23.5% 

 

Presence of explosive/flammable gases.  Equal to or greater than 10% of the lower 

flammable limit (LFL). 

 

Presence of toxic gases.  Equal to or more than 10 ppm hydrogen sulfide measured 

as an 8-hr time-weighted average. Equal to or more than 50 ppm carbon 

monoxide measured as an 8-hr time-weighted average. Equal to or more than .3 

ppm Phosphine measured as an 8-hr time weighted average.  If the presence of 

other toxic contaminants is suspected, specific monitoring programs must be 

developed. 

 

Mechanical hazards.  Such as rotating augers or other moving parts. 

 

Entrapment.  In spaces with inwardly converging walls or by a floor which slopes 

downward and tapers to a smaller cross-section or spout. 
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CONFINED SPACE ENTRY 

 

CONFINED SPACE PROCEDURE 

A confined space entry permit system will be followed to ensure that no injuries 

or fatalities occur.  No employee is to enter a permit required confined space 

without a permit.  These confined spaces at Stan’s would include any bins, the 

feed mill mixer or under the truck scale. When a bin entry permit is requested, the 

manager will inspect the work area to determine if the proper preparations have 

been made to ensure safe entry.  After all items on the permit checklist have been 

satisfied, the permit will be signed and issued to the employee making entry into 

the confined space.  The following preparations are to be made before the permit 

is issued. 

  

• The confined space shall be checked from outside to determine if material is 

hung up or bridged.  Never enter a confined space from below hung-up or 

bridged material.  If possible, dislodge/break up hung up or bridged 

materials from outside the confined space.  Bins must be empty, or no entry 

will be permitted. 

 

• All mechanical equipment associated with the confined space like 

conveyors, mixers, slide gates, and other devices must be shut down and 

locked out.   

 

• A standby person is to remain on the outside of the confined space and be 

in constant visual contact or speech contact with the workers inside.  The 

standby person should have no other duties but to serve as standby and 

know who to notify in an emergency.  Standby personnel shall not enter a 

confined space until help arrives, and then only with proper protective 

equipment and lifelines. 

 

• The communication method or system shall be tested before entry. 

 

• To prevent equipment failure, all equipment and tools that are to be used 

inside the confined space shall be inspected thoroughly prior to use. 

 

• Portable electrical tools and lighting must be determined suitable for the 

environment before use. 

 

• With top entry, if tools are required while working inside the confined 

space, they should be lowered first and come out last using a separate line. 

 

• Ensure that rescue and standby personnel are adequately trained to act in 

an emergency and that someone on the work shift is available to administer 

first aid and CPR.  
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HOT WORK PROCEDURE 

 

Metal cutting with a cutting torch and welding with an electric arc welder are the cause 

of many fires and explosions in industrial operations resulting in loss of property and life. 

 

This “Hot Work Permit” system is designed to assure that the proper steps are taken to 

prevent these losses when metal cutting or welding is required in an area that is not a 

designated shop area. 

 

1. If the equipment part can be removed from the buildings for cutting or welding, 

then it should be removed and hot work not done inside. 

 

2. If welding or cutting must be performed inside the buildings, then the area must 

be inspected by the manager or person in authority to determine the precautions 

and preparations to be taken before granting the permit. 

 

3. All equipment should be shut down 60 minutes before welding starts. 

 

4. After the proper precautions have been taken, the area should be re-inspected by 

the manager or person of authority and the permit issued to the welder. 

 

5. All welding operations should cease at least 3 hours before closing time. 

 

6. A fire watch should be posted during and for 30 minutes following the welding 

activities and the area re-inspected every 30 minutes for 2 hours. 

 

7. A final inspection of the area should be made at closing time. 

 

8. The permit should be signed again by the manager or person of authority 

confirming the final check-up. 
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LOCKOUT-TAGOUT 

 

 

THE LOCKOUT PROCEDURE 

 

1. The employee(s) performing the Lockout must refer to the Lockout Procedure Form 

located in this book.  

 

2. Notify all affected employees that a Lockout-Tagout is going to be utilized and give the 

reason for the action. 

 

3. If the machinery is running, it should be shut down by normal operating means such as a 

stop button or switch. 

 

4. The source of power to the equipment (electrical, pneumatic, hydraulic, or steam) 

should then be located and properly locked out of service with a key padlock and 

tagged.  

 

5. The padlock used for this action must be an individually assigned lock that will only be 

used by the person assigned to carry out the repair or cleaning.  The key for the assigned 

lock must be carried only by this assigned person (in pocket).   

 

6. If more than one person is assigned to work on the same machine at the same time, each 

must have his/her own lock and key to de-energize the equipment power source. 

 

7. After the machinery is locked out, any force of pressure should be relieved and/or 

blocked. 

 

8. After lockout, the equipment power should be tested by activating the start button or 

switch to be sure the equipment will not operate.  The operating control should then be 

returned to the off position so that no unwanted startup will occur when power is 

returned after repairs have been completed. 

 

9. The equipment is now locked out and maintenance or cleaning may begin. 
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START-UP PROCEDURE 

 

1. Only AUTHORIZED PERSONNEL are allowed in any of the shop bays at any time.   

 

2. After completion of the job, check the machinery and the area around the machine to 

be sure that any tools have been removed and guards have been replaced over the 

moving parts and that no one is in danger. 

 

3. After testing has been completed, the guards have been replaced, and no one is in 

danger, the person performing the work can remove the lock from the power source. 

 

4. After all work has been completed by all persons performing work and all locks have 

been removed, notify employees working in the area that maintenance has been 

completed and startup can proceed. 
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**Shop Equipment** 

LOCKOUT PROCEDURE FORM 

 

____________________________________________________________________________ 

MACHINE:   Vehicles / Trailers / Reefer units (WHEN MOVING PARTS SUCH AS FANS 

OR BELTS) 

____________________________________________________________________________ 

LOCATION:  Shop / Trailer Drop Lots 

____________________________________________________________________________ 

LOCATION OF LOCKOUT DEVICES: 

 

1.  Ignition  

(other hazards to consider during servicing) 

2.  Battery 

 

3.  Air 

 

4.  Coolant systems 

 

___________________________________________________________________________   

PROCEDURE FOR LOCKING OUT THIS MACHINE:  
 

When working on vehicles that involve moving parts such as fans or belts – the ignition key is placed in the 

mechanic’s pocket.  When a major overhaul is done, the battery cable is disconnected to prevent unwanted 

startup. If the truck sits overnight or for the weekend, a LOTO tag is placed on the steering wheel. When reefer 

units are being repaired the master switch is turned off preventing unwanted automatic startup. When working 

on trailers dropped in a lot, a glad-hand lock should be placed on the trailer or the service truck must be parked 

in front of the trailer to avoid being hooked up to.  

_______________________________________________________________________________________ 

PROCEDURE FOR START-UP: 
 

When work is completed on the vehicle and everyone is clear of the immediate area, remove any LOTO tags. 

The key should be removed from mechanics pocket and used to safely start the vehicle. When repairs are 

completed on reefer units, the master shut off is turned back on and the engine can be started. When repairs are 

complete on trailers, the glad hand lock may be removed and the service truck can pull away from the trailer. 
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Mill Work Permit 

LOTO  ☐  Confined Space  ☐       

(Must be completed before servicing or maintenance work begins.) 

1. General Information 

• Date: ____ ______     

• Equipment Name/ID: __________    

• Reason/Purpose: __________     

• Worker(s): __________      

• Spotter (Required for Confined Space): _________     

• Grain Condition (Required for Confined Space):       ☐ Good   ☐ Rotted   ☐ Bug infested  ☐ Wet  

• Environmental Condition (Required for Confined Space):   ☐ Oxygen Sufficient (19.5%-23.5%)                     
☐ Safe Limits for Hazardous Gases (CO- 50ppm) (H2S- 10ppm) ☐ Safe LEL % (Less than 10%)                   

2. Verification  

• Locks & Tags Applied? ☐ Yes ☐ No 

• (If Yes) Attempted Start-Up Performed? ☐ Yes ☐ No 

• Body Harness and Rescue Services identified and located? (Required for Confined Space): ☐ Yes ☐ No 

       3. Authorization & Approval 

       Turn into management to get sign off before work begins 

• Supervisor Approval: __________    

• Worker(s) Signature: __________    

• Spotter Signature: __________     

• Date & Time Work Begins: _________     

      4. Permit Closure (To be completed after repairs) 

• All Work Completed? ☐ Yes ☐ No 

• All Tools & Personnel Cleared? ☐ Yes ☐ No 

• Locks & Tags Removed (If Installed)? ☐ Yes ☐ No 

• System Restored to Operation? ☐ Yes ☐ No 

• Supervisor Approval: __________     

• Date & Time of Permit Closure: __________    
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HAZARD COMMUNICATION STANDARD 

 

 

The Hazard Communication Standard (HCS) is an O.S.H.A. regulation.  Its purpose is 

to assure that employers and their employees are aware of the products they use in 

the workplace that contain hazardous substances.  The HCS regulation requires that 

all employers have: 

 

1. A program in writing. 

 

2. A listing of hazardous chemicals used in the workplace. 

 

3. Proper labeling of hazardous chemicals. 

 

4. A Safety Data Sheet (SDS) on file for each hazardous chemical in the work 

place. 

 

5. A company training program to inform all employees on the proper handling 

and use of these products.  Training must be provided when an employee is 

first assigned to a job task involving hazardous chemicals and when a new 

hazardous chemical is introduced into the workplace.  This written Hazard 

Communication Program and the SDS will be located in the facility office and 

available to all employees during regular working hours. 

 

This program is our company's best attempt to comply with the regulation.  The 

O.S.H.A. Hazard Communication Program requires manufacturers and importers to 

evaluate chemicals produced by them to determine their hazards.  We will rely on 

the manufacturers to identify hazards of chemicals at this facility. 
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PURPOSE OF OUR COMPANY'S  

HAZARD COMMUNICATION PROGRAM 

 

 

As a part of our company's policy to provide a safe workplace free of recognized 

hazards, we are implementing the following written Hazard Communication 

Program to inform employees of the safety and health hazards associated with 

chemical products used at our facility.  This policy conforms to the requirements of 

the Occupational Safety and Health Administration's Hazard Communication 

Standard as published in the Code of Federal Regulations at 29 CFR Part 1910.1200. 

 

This Hazard Communication Program and associated procedures are intended to 

ensure that: 

 

❖ All hazardous chemicals are identified and labeled properly before being used 

in the workplace. 

 

❖ SDS for hazardous chemicals are maintained and readily are available to 

employees working with those chemicals. 

 

❖ Employees working with hazardous chemicals are instructed properly about 

the hazards of those chemicals, how to work safely with them, and what 

special equipment, if any, is required. 

 

Employees should contact their supervisor immediately if they have any questions 

regarding the safe handling of any chemicals. 

 

 

 

             

      (Manager’s signature) 
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HAZARD COMMUNICATION TRAINING 

 

Our Hazard Communication Training will include these elements: 

 

1. We will cover the requirements of the Hazard Communication Program and 

this written program. 

 

2. We will discuss the hazardous chemical properties including visual appearance 

and odor and methods that can be used to detect the presence or release of 

these hazardous chemicals. 

 

3. The physical and health hazards associated with potential exposure to 

workplace chemicals. 

 

4. Our procedures to protect against hazards, including personal protective 

equipment, work safety practices, and emergency procedures. 

 

5. Our hazardous chemical spill and leak procedures. 

 

6. Where our SDS are located, how to understand their content, and how 

employees may obtain them and use the proper hazard information. 

 

Our safety and training coordinator will monitor and maintain records of employee 

training and advise the facility manager of training needs. 
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HAZARDOUS MATERIAL LABELING 

 

All of the products used by our company are purchased in the appropriate 

containers with proper labeling.  These labels contain information about the 

product and are necessary to its safe use.  These labels will not be removed or 

intentionally damaged.  Materials should be stored or stacked so that labels are 

visible.  If a package becomes damaged and the contents must be placed in a new 

container, take care that the information on the old label is packed on the new 

container.  Never put a chemical or material in an unmarked container except for 

immediate clean up of a spill.  Spilled materials that are placed in containers are to 

be labeled as soon as the spill is cleaned up.  When a replacement label is used, 

the label must show the identity of the substance, the appropriate hazard 

warnings such as "Flammable Material" or "Acute and Chronic Health Hazards," 

and the name and address of the manufacturer or distributor. 
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SAFETY DATA SHEETS (SDS) 

 

A Safety Data Sheet (SDS) explains the hazards of a particular material, the safe 

methods of handling it, and the emergency procedures.  We will keep a file of SDS 

for each hazardous material to which our employees in our workplace may be 

exposed. 

 

HR/Safety Compliance is responsible for obtaining and maintaining the Safety 

Data Sheets. 

 

SDS prepared by the manufacturer or distributor generally will accompany 

shipments of chemicals received at our facility or when new health information is 

obtained.  If a SDS has not been reviewed for a chemical, a request will be made 

to the supplier to provide one. 

 

Employees are encouraged to review any SDS at any time they are unsure of the 

hazardous characteristics of a chemical. SDS are maintained in a book located in 

the facility office and are readily accessible to employees during the working day. 

 

SECTION I - HAZARD IDENTIFICATION 

 

The SDS will identify the chemical substance by scientific name, and trade name 

including the name and address of the company that makes the chemical. 

 

SECTION II - HAZARDOUS INGREDIENTS/IDENTITY INFORMATION 

 

This section will give the substance's hazardous components, the common names 

and worker exposure limits. 

 

SECTION III - PHYSICAL AND CHEMICAL CHARACTERISTICS 

 

Under "Physical Data", "Physical Characteristics", or "Physical Information", the SDS 

will describe a material by its physical state at room temperature and the 

temperature at which it changes from one state to another.  These physical 

characteristics are identified under the general headings of: 

 

❖ Appearance indicates a solid, liquid, or gas. 

 

❖ Color is indicated by some identifying color. 
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❖ Odor is usually indicated by comparison to some identifiable odor and the 

degree of odor as slight, moderate, pungent, etc. 

 

❖ Boiling Point is that temperature at which a liquid changes to a vapor.  A 

low boiling point indicates a volatile substance and is a warning to keep the 

chemical well contained at normal temperatures, or the substance may 

cause a breathing hazard. 

 

❖ Melting Point is the temperature at which a solid changes to a liquid. 

 

❖ Evaporation Rate is the rate at which the material will evaporate compared 

with the rate of evaporation of water. 

 

❖ Vapor Pressure is the pressure exerted by a saturated vapor above its own 

liquid in a closed container. 

 

❖ Vapor Density is whether a gas is heavier or lighter than air.  If the vapor 

density is greater than one, it will sink to the floor.  If it is less than one, it 

will rise. 

 

❖ Specific Gravity is whether a liquid is heavier or lighter than water and will 

rise or sink in water.  Specific gravity of water equals one.  

 

❖ Solubility is how easily the material will dissolve in water. 

 

SECTION IV - EXPLOSION HAZARD DATA 

 

This Section of the SDS will indicate its potential for fire, explosion, and reactivity. 

 The information provided in this section is identified under the general headings: 

 

❖ Flash Point is the temperature at which a liquid gives off a vapor that will 

form, with air, an ignitable mixture.  The flash point of kerosene is 100 

degrees Fahrenheit. 

 

❖ Flammable Limits is the range of a vapor or gas given as a percent that will 

burn or explode if an ignition source is present. 

 

❖ Extinguishing Media is the material that can be used to extinguish a fire such 

as carbon dioxide (CO2), water, or dry chemicals. 
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❖ Special Fire Fighting Procedures would give special instructions such as "Do 

not use direct stream" when fighting a fire involved with the material. 

 

❖ Unusual Fire and Explosion Hazards will identify any special conditions, 

which could cause a fire or explosion. 

 

❖ Reactivity will indicate the tendency of a substance to undergo a chemical 

change and whether the substance is "stable" or "unstable." 

 

 

SECTION V - REACTIVITY DATA 

 

This explains what could happen if this chemical is combined with other 

chemicals, or with water or air. 

 

SECTION VI - HEALTH HAZARDS 

 

Under this section of the SDS, information is provided on how the chemical can 

affect your health.  Also listed are the types of exposures and the effects of such 

exposures.  "Routes of Entry" are those ways that the chemical can be taken into 

the body and the effect the chemical will have on your health.  This section also 

indicates the symptoms of exposure and the emergency and first aid procedure.  

The routes of entry are commonly known as inhalation, skin or eye contact, and 

ingestion.  The purpose of the "Routes of Entry" are to provide information so 

that you can choose the proper protective gear to block the routes of entry.  

Protective clothing includes goggles, gloves, face masks, rubber boots and 

respirators. 

 

The emergency and first aid information will tell you what action must be taken in 

case of a contamination to the body.  These actions should be learned and 

remembered ahead of time since immediate action is sometimes called for. 

 

SECTION VII - PRECAUTIONS FOR SAFE HANDLING AND USE 

 

Information contained in this section includes the steps to be taken in case of a 

chemical spill or leak.  Different materials will react differently under certain 

conditions.  Some chemicals will react in a hazardous way if they get wet; others 

will react with combustible materials, and others with acids.  Some conditions may 

produce a vigorous, out-of-control reaction.  This section should indicate the 

proper waste disposal methods and the personal protective procedure needed for 

handling and storage. 
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SECTION VIII - CONTROL MEASURES 

 

This part of the SDS describes the engineering controls (modifications to the 

facility) and personal protective equipment (gloves, eye protection, etc.) that 

should be used to prevent over-exposure.  Also any specific work practices that 

are necessary, things like taking a shower after working with a substance, or 

washing work clothes at work to keep your risk of exposure low. 

 


