
 
 

 

 

 

 

 

 

 

 

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 Lori Haak   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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OPERATIONS SAFETY PROGRAM 

 
 

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 monthly safety inspections are carried out in all departments; submit 

recommendations for corrective action to management. 

2. Organize the monthly 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. 

 

 



 

OPERATIONS SAFETY PROGRAM 

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.    Monthly 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 

 

At least once each month, a safety-training meeting will be held.  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. 



 

 

 
 

EMPLOYEE SAFETY TRAINING RECORD 
 

                    
EMPLOYEE:       DATE HIRED:    
 
           DATE COMPLETED 
 
 1. Company Safety Policy           ______    _____ 
 
 2. Hazard Communication.       _______ _____ 
 
 3. Workplace Safety Procedures.        _____ 
 
 4. Hot Work Procedure.__________________      _____ 
 
 5. Lock Out/Tag Out of Equipment.          
 
 6. Workplace Hazards. ____________ _______    _______  
 
 7. Housekeeping Procedure.           
 
 8. Equipment Maintenance._____       _____ _____ 
 
 9. Emergency Action Plan.___        _____ 
 
10. Fire Protection Equipment.         _____ 
 
11. Clothing and Personal Protective Equipment.        
 
12. Bin Entry/Confined Space Permit.        _____ 
 
 
 
 
 
 
 
 
 
 
 
 



 

 

                       TRAINING REGISTER 
 

DATE:     TYPE OF TRAINING:        

 

INSTRUCTOR:           

 
 

EMPLOYEE 

NAME 

 

SIGNATURE 

 
 

 

 
 

 

 
 

 

 
 

 

 
 

 

 
 

 

 
 

 

 
 

 

 
 

 

 
 

 

 
 

 

 
 

 

 
 

 

 
 

 

 
 

 

 
 

 

 
 

 

 
 

 

 
 

 

 
 



 

OPERATIONS SAFETY PROGRAM 

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.
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WORKPLACE SAFETY PROCEDURES  (continued) 

 

 

GENERAL SAFETY  (continued) 

 

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

 Always climb down using the three point dismount. 

 

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. 

 

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

 

11. 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.  No welding or cutting at this time. 

 

5. 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. 

 



 

 

 
 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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ACCIDENT / INCIDENT INVESTIGATION 

 

 

In order to control accidents/incidents by our employees, it is important that an 

accident/incident investigation be conducted on each accident/incident.  This will allow for 

the determination of cause for the accident/incident and corrective action taken to prevent 

a recurrence. 

 

The manager will fill out an accident/incident investigation report within 24 hours after 

management has been notified.  The report will be filled out during a personal interview 

with the person involved in the accident/incident.  The accident/incident reports are to be 

kept on file for future reference and study.  The cause of the accident/incident and the 

corrective action taken should be discussed at employee safety meetings.  The 

accident/incident investigation report form is included in this section.  The form is not a 

report to the insurance carrier.  It is a guide to more thorough investigation and study of 

the cause of the accident/incident. 

 

Please use the following procedure in filling out the accident/incident investigation form. 

 

1. Discuss the accident/incident with the involved employee and with any other 

persons who witnessed the accident/incident.  FIND FACTS, NOT FAULTS. 

 

2. Inspect the equipment or materials involved. 

 

4. Study the procedure for performing the job.  Can it be made safer? 

 

5. Determine what circumstances led to the accident/incident.  What was the person 

involved doing? 

 

6. Determine if any unsafe conditions existed. 

 

7. Determine if the involved person was engaged in an unsafe act. 

 

8.  Indicate what action should be taken to prevent a repeat of the accident/incident.  

Assume that all accidents/incidents are preventable. 

 

9. Assess points - Any warning, violation or accident, points will be assessed as 

follows: 

o Cost of $1,000 or less; 1 point 

o Cost of $1,001 - $5,000; 2 points 

o Cost of > $5,001; 3 points 
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 At management discretion, points may be assessed for non physical damage 

accidents or incidents.   

o Points assessed will be dependent upon the severity of the incident. 

o Examples of non physical damage incidents could be performance 

issues, warnings or moving violations associated with driving or log 

books. 

o Implemented 5/1/18 (retroactive 1/1/18)  – employees may receive one 

“free” warning for a warning on the road or internally at Stan’s. 

 Maximum # of points an employee can have in a calendar year is 6. 

o If 3 points are reached, the employee will be put on company 

probation. 

 If an employee is placed on probation, we will work together as 

a team to improve or alleviate the issues that resulted in 

probation. 

 As a driver, probation will result in loss of rider privileges until 

the points are reset,or longer, if deemed necessary. 

o When an employee reaches 6 points, the employee will have an 

intervention with management. 

 Points will be reset to 0 on January 1
st
 of each year. 

 

10.   Please return the completed form to Stan’s HR department.  
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ACCIDENT / INCIDENT INVESTIGATION 
 

EMPLOYEE: ________________________________  DATE OF ACCIDENT/INCIDENT: __________ 
  
JOB DUTY:   _________________________________________________________________________ 
 
Check all that apply:            [  ] Accident            [  ] Incident            [  ] DOT Recordable 
 
Location of Accident/Incident: ___________________________________________________________ 
 
Description of Accident/Incident: _________________________________________________________ 
 
_____________________________________________________________________________________ 
 
_____________________________________________________________________________________ 
 
_____________________________________________________________________________________ 
 
_____________________________________________________________________________________ 
 
Employee’s Comments: _________________________________________________________________ 
 
_____________________________________________________________________________________ 
 
_____________________________________________________________________________________ 
 
_____________________________________________________________________________________ 
 
Recommended Corrective Action: _________________________________________________________ 
 
_____________________________________________________________________________________ 
 
_____________________________________________________________________________________ 
 
_____________________________________________________________________________________ 
 
Cost Associated With Accident/Incident $___________________________________________________ 

 
Points:  
 
     Previous to this accident/incident:_____   Assessed this accident/incident: _____  Total to date: _____ 
 
Incentive Eligibility: (Check all that apply) 
                      
                  [  ]  Warning only          [  ]  Loss of Monthly Bonus         [  ]  Loss of Annual Bonus 
 
   _______________________________        _______________________________        _____________       
                 Investigator Signature                                            Employee Signature                                      Date 



 

OPERATIONS SAFETY PROGRAM 

 

SAFETY INSPECTIONS 

 

 

In order to maintain awareness of overall safety conditions in a facility, quarterly safety 

inspections are to be conducted.  A member of management will conduct the inspections 

or an employee appointed by management. Managers or appointed employees will 

audit departments other than their own.  Inspections should be done by different 

employees on subsequent quarters and not be done by the same person quarter after 

quarter.  The safety inspection form included in this section can be used.  Inspections 

should be scheduled before quarterly safety meetings so that the results of inspections can 

be discussed at the meetings.  Corrective action is to be implemented on all deficiencies 

noted on the Safety Inspection Report.  



 

 

SAFETY INSPECTION 
 
INSPECTOR:         DATE:    
LOCATION:         
   
          YES NO 
 1. PARKING LOT 
  A. Clean?               

B. Free of potholes?            
  C. Properly lighted?           
 
 2. YARD AREAS 
  A. Inventory orderly?            
  B. Weeds and grass mowed?         
  C. Debris picked up?           
  D. Propane tank in good condition?          
  E. Propane tank secured?           
  F. Properly lighted?           
 
 3. PLANT AREAS 
  A. Floors, walls, and equipment clean?         
  B. Ladders and steps in good condition?          
  C. Electrical boxes in good condition?         
  D. Electrical boxes closed?            
  E. Electrical power room clean?          
  F. Smoking not allowed?            
  G. Customers kept out of processing area?          
  H. Fire extinguishers checked?           
  I. Bearings properly greased?          
  J. Equipment in good condition?          
  K. Conveyors and drive belts covered?          
  
 4. WAREHOUSE AREAS 
  A. Clean?            
  B. Aisles clear?             
  C. Fire extinguishers in good condition?         
  D. Tools in good condition?          
  E. Equipment in good condition?          
  F. Customers kept out of area?           
  G. Are all material containers properly labeled?        
 
 5. SHOP 
  A. Work benches clean?            
  B. Tools kept in proper place?           
  C. Floors clean and free of oil?           
  D. Tools in good condition?          
  E. Fire extinguisher in good condition?          
  F. Customers kept out of work area?          
 (Explain all items checked "No.") 
Comments:            
            
            
            



         
 
 
 
 
 
 
 
 
 

 

 

 

EMERGENCY 

ACTION 

PLAN 

 
 
 
 
 
 
 
 
 
 

 
 

Reviewed: 06/08/2018 

 



 
 
 

 

 

 

 

Stan’s 

1008 Railway Avenue 

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. 

 

Lori Haak 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. 

 

 Copies of the Emergency Action Plan will be kept in the main office at each 

location under control of Stan’s. 

 A master copy of all Stan’s location Emergency Action Plans will be retained 

at the main office. 
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EEMMEERRGGEENNCCYY  AACCTTIIOONN  PPLLAANN  

SECTION 1 

 

EMERGENCY COORDINATOR 

 

    Mike Kopfmann               Work:  605-849-3582  Cell:  605-350-7003    

    NAME              TELEPHONE 

 

 

 

EMERGENCY COORDINATOR ALTERNATES 

 

     NAME             TELEPHONE 

 

  1.     Lori Haak          605-849-3582  Cell:  605-216-5674  

 

  2.    Tammy Bierman          605-849-3582 Cell:  605-228-2271 

 

  3.    Les Eckels          605-849-3582  Cell:  605-350-0457  

 

 

 

 

MEDIA COORDINATOR 

 

 

  Mike Kopfmann            605-849-3582    

    NAME             TELEPHONE 

 

 

 

MEDIA COORDINATOR ALTERNATES 

 

      NAME          TELEPHONE 

 

  1.    Tammy Bierman             605-849-3582   

 

  2.    Les Eckels             605-849-3582   
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SECTION 2 

 

RESPONSE NOTIFICATION LIST 

 

 FIRE DEPARTMENT ..................................................  605-849-3535  

 

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

 

 SHERIFF ....................................................................  605-539-1311   

 

 HOSPITAL(s) 

1. Huron Regional Medical Center  605-353-6228 

2. Huron Clinic  605-352-8691     

  

 NEIGHBORING FACILITIES 

 1.   Agtegra 605-849-3252   

 

 ELECTRIC POWER COMPANY ..................................  1-800-245-6977   

   Northwestern Energy – 7am-6pm M-F 

 GAS COMPANY ........................................................  1-800-245-6977   

   Northwestern Energy – 7am-6pm M-F 

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

  

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

 

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

 

 REGIONAL OSHA (Bismarck).......................................      701-250-4521            

 

 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   

 

 LEPC (Jerauld County)…………………………………... 605-539-1802   
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HEAVY EQUIPMENT OPERATORS 

  1.   Mark Goral – Cell:  605-350-5875           

  2.   Peterson Construction:  605-849-3515     

  3.   SD Wheat Growers:  605-849-3252     

 
 

 

GREAT WEST CASULTY (Trucks/Work Comp)...   800-228-8040      

    

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

 

CITY OF ALPENA………………………………...   605-849-3432      

 

VICE PRESIDENT (Mike Kopfmann)………  605-849-3582  Cell: 605-350-7003  

 

FEED SALES MANAGER (Stan Kopfmann)……..  605-849-3582  Cell:  605-350-7826 

 

DISPATCH MANAGER (Joey Kilmartin)………  605-849-3460  Cell:  361-876-0625 

 

FEED MILL MANAGER (Justin Friese)………….  605-849-3570  Cell: 605-450-8964 

 

GENERAL MANAGER (Les Eckels)………………  605-849-3582  Cell: 605-350-0457  

 

SAFETY & COMPLIANCE DIRECTOR (Lori Haak) 605-849-3582  Cell:  605-216-5674  
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SECTION 3 

EMERGENCY NOTIFICATION PROCEDURE 

1. Call 605-353-8550 (Huron Dispatch) and the main office immediately:      

605-849-3582 (use a cell phone if possible) 

2. When reporting an emergency, stay calm and give the following basic 

information: 

  BASIC INFORMATION TO BE SUPPLIED 

      Name of facility. 

      Address of the facility. 

      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. 

3. Contact local EMT if immediate attention is needed.        

        Linda Schacht – 605-849-3249 (work)    

        Gary Orth – 605-354-2269       

        Bruce Orth – 605-530-7043       

        Gerry Orth – 605-530-4746 

        Alpena Fire Dept – 605-849-3535                                        

4.  All employees who do not have designated duties proceed to the nearest 

safe exit.   (See Section 4) 

5. 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. 

6.  Emergency Coordinator – Mike Kopfmann 

          Office:  605-849-3582 

          Cell:  605-350-7003 

 

  Alternates:  - Lori Haak     Tammy Bierman 

      Office:  605-849-3582 Office:  605-849-3582 

      Cell:  605-216-5674  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 

 

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: 

- Stan’s Feed Mill:  Parking area east of 

the office 

- Stan’s Dispatch/Truck Shop:  Parking 

area west of the office  

- Stan’s 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 will check the Personnel Roster (Section 8) to                                  

account for all employees and visitors.       

 

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

 

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

assist rescue, etc.. 

 

  11.  DO NOT MAKE ANY COMMENTS OR STATEMENTS TO NEWS 

REPORTERS.  SIMPLY INFORM ALL MEDIA SOURCES TO CONTACT 

Stan’s and talk to Mike Kopfmann.  No one else is to talk to the media. 

 

  12.    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 

Material Safety Data Sheets. 
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SECTION 4 - EMERGENCY ACTION PROCEDURE (continued) 

 

 

TORNADO 

 

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

SYSTEM – notify the main office. 

 

  2. Shut down electrical power. 

 

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

room away from windows.  Main office and feed mill, go to the basement.  

Dispatch office, Heartland Pork Office, shop and wash bay go to the lunch 

room. 

 

  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: 

- Stan’s Feed Mill:  Parking area east of the office 

- Stan’s Dispatch/Truck Shop:  Parking area west of the office. 

- Stan’s Farm:  Parking area south of the shed. 

 

  6. The Emergency Coordinator will check the Personnel Roster (Section 8) to 

account for all employees and visitors. 

 

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

 

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

assist rescue, etc... 

 

9. DO NOT MAKE ANY COMMENTS OR STATEMENTS TO NEWS 

REPORTERS.  SIMPLY INFORM ALL MEDIA SOURCES TO CONTACT 

Stan’s and talk to Mike Kopfmann.  No one else is to talk to the media. 

 

10. 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 

Material Safety Data Sheets. 
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SECTION 4 - EMERGENCY ACTION PROCEDURE (continued) 

 

 

CHEMICAL RELEASES 

 

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

 

  2. Refer to the corresponding Material Safety Data Sheet for information on the 

   product(s) spilled. 

 

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

 

 4.  Attempt to stop the flow of product after the appropriate personal 

    protective equipment is being utilized. 

 

  5.  Initiate action to contain the hazardous material, construct dike, put out 

       sorbents, or use whatever means necessary to control the material. 

 

  6.  Initiate clean up procedures for the spilled material. 

 

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

 

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

       assist rescue, etc. 

 

  9. DO NOT MAKE ANY COMMENTS OR STATEMENTS TO NEWS 

REPORTERS.  SIMPLY INFORM ALL MEDIA SOURCES TO CONTACT Stan’s 

and talk to Mike Kopfmann.  No one else is to talk to the media. 
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SECTION 4 - EMERGENCY ACTION PROCEDURE (continued) 

 

 

FATALITY 

 

1. Notify 911 and the Main Office immediately – 849-3582 

2. Notify Great West ASAP!  800-228-8040 

3. If it is a truck accident fatality, complete/maintain a file on the incident. 

4. If there is a fatality elsewhere, like in the shop or the mill after calling Great 

West, Mike Kopfmann or Les Eckels will contact the Regional OSHA Office 

in Bismarck (701-250-4521) and make a verbal report. 

 

5. Great West will send someone out ASAP to help in coordinating and 

managing the situation. 

 

6. DO NOT MAKE ANY COMMENTS OR STATEMENTS TO NEWS 

REPORTERS.  SIMPLY INFORM ALL MEDIA SOURCES TO CONTACT 

Stan’s and talk to Mike Kopfmann.  No one else is to talk to the media. 
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SECTION 5 

 

PRACTICE DRILLS 

 

 

Stan’s will hold an emergency practice drill once each year.  Before the drill is 

carried out, all employees will be notified that a drill will be conducted.  There 

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

 

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

prevent actual emergency problems. 

 

When the emergency alarm is sounded, all personnel will respond as though an 

actual emergency were in progress. 

 

Following 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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     Warehouse 

 
 Drug Room 

 

 Electrical Room ***Main Electrical Shut Off*** 

 

 

 Mill Office 

 

       

                   

 
 

 

Loading and Receiving 

 

 

 

 

 

 

SECTION 6 

 

FACILITY LAYOUT – FIRST FLOOR (MAIN OFFICE) 

 

+++++++++++++++++++Railroad++++++++++++++++++ 
 

==================Railway Ave================ 

 

Stan’s Parking Lot (East) 

***Rendezvous Area*** 

 
 
 
 

 

 

 

 

Loading 

Dock 

                           
 

 
 
                             (Up) 

         Spiral   Main Office 

        Staircase             
 
 
 
         

 
 
  Mike’s Office 

 
 
  Les’s Office 

 
 
 Kitchen  

Storage Room 

 

Staircase (Up) 

 

Staircase (Down) 

 
 

 

 

  Windows 

 

  Overhead Doors 

 

  Doors 
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SECTION 6 

 

FACILITY LAYOUT – SECOND FLOOR (MAIN OFFICE) 

 
 
 
 
 
 

    Windows 

 

   

 
  Fire Extinguishers 

  

     Doors 

     
 
 
 
 
n)                    Spiral  

      Staircase 

       (Down) 

    Lounge 

 

Staircase (Down) 

 

 

 

 

Conference Room 

 

 

 

 

Storage Room 

 

 

 

                       

 
 

 

 

 

 

 

Human Resource 

Office 

 

 

 

 

Accounting Office 
 

 

Rest-

Room 

 
Stan’s 
Office 
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SECTION 6 

 

FACILITY LAYOUT – FIRST FLOOR (DISPATCH OFFICE) 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
                
          Dispatch Office 
 
 
       (Up) 
       Spiral Staircase 
        
        
 
 

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

    Windows 

   

 
  Fire Extinguisher 

     Doors 
 

  Pocket Door 

 
 
 
       Shop Office 

 
 
    Rest Room 

 
 
 
 
       Kitchen 

 
 
 Electrical 

 
  Storage 

 
 
    Conference 
        Room                  

 
 
   Rest-  
  Room 
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SECTION 6 

 

FACILITY LAYOUT – SECOND FLOOR  

(DISPATCH OFFICE) 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
                
      
 
 
        
        
        
 
 

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

Staircase (Down) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Heartland Pork Office 

 
 
 
 

Spiral Staircase (Down) 
 
 
 

 
Shop Storage Area 

 
 
 

Conference 
Room 

 
  Storage 

 
 
 

Dave’s  
Office 

 
 
 

Restroom 
 

    Windows 

   

 
  Fire Extinguisher 

     Doors 

 
 Bi-Fold Door 
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SECTION 6 

 

FACILITY LAYOUT – FIRST FLOOR (TRUCK SHOP) 

    Windows 

 

     Overhead Doors 

 

     Doors 

 

      
 

 Fire Extinguishers 

 
 
 
 
 
 
 
 
P 
 I 
T 
 

Stairs (up) 

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

 

FACILITY LAYOUT – FIRST FLOOR (WASHBAY) 

  

    Windows 

 

     Overhead Doors 

 

     Doors 

 

      
 

 Fire Extinguishers 

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



 

EEMMEERRGGEENNCCYY  AACCTTIIOONN  PPLLAANN  

SECTION 6 

 

FACILITY LAYOUT – FIRST FLOOR (SHACK SHOP) 

 

  

 
 

     -Stairway (Up) 

 
 
   Restroom 

    Windows 

 

     Overhead Doors 

 

     Doors 

 

      
 

 Fire Extinguishers 
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SECTION 6 

 

FACILITY LAYOUT – NEW FARM SHOP 

 

    Windows 

 

     Overhead Doors 

 

     Doors 

 

      
 

 Fire Extinguishers 

            
 

 
 
 
 
 
 

 
 

 
    

 
 
 

 
 

 
 
 
 
 
 
 
 

 
 
 

               
 

 
 

6.  
7.  
8.                                                                         -Stairway (Up) 
9.  
10.  
11.  
12.  

13.                                                                             
 

 

        
                      Kitchen 

 
  Office 

 
 Office 

 
     Utility 

 

  Bath 
   
  T 
  H 
 

  Bath 



 

EEMMEERRGGEENNCCYY  AACCTTIIOONN  PPLLAANN  

SECTION 6 

 

FACILITY LAYOUT – OLD FARM SHOP 

 

  Sliding Door 

 

     Overhead Doors 

 

     Doors 

 

      
 

 Fire Extinguishers 
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SECTION 6 

 

FACILITY LAYOUT – COLD STORAGE 

    Windows 

 

     Overhead Doors 

 

     Doors 

 

      
 

 Fire Extinguishers 
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SECTION 8 

 

PLANS ON FILE 

 

INTERNAL 

  LOCATION      CONTACT PERSON 

1.  Main Office      Lori Haak     

2.  Dispatch Office     Joey Kilmartin      

3.               

4.               

5.               

 

 

OUTSIDE AGENCIES 

ORGANIZATION  LOCATION   CONTACT PERSON      TELEPHONE 

             

             

             

             

             

             

             

             

             

             

             

             

              





 

EEMMEERRGGEENNCCYY  AACCTTIIOONN  PPLLAANN  

SECTION 9 

 

TRAINING REGISTER 

 

DATE:     TYPE OF TRAINING:       

 

INSTRUCTOR:           

 

 

EMPLOYEE 

NAME 

 

 

 SIGNATURE  
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6  Personal Protective Equipment 

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 and 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. 
 



 

6  Personal Protective Equipment 

 
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. 
 
 
 

 

 

 

 

 



 

6  Personal Protective Equipment 

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 
All Stan’s employees are required to wear closed toed shoes. 
 
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.   
 



 

6  Personal Protective Equipment 

 
 
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 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, as 
long as they are on company time.     
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Stan’s Inc. 

 
1008 Railway Ave 
Alpena, SD 57312 

 
 

 
 
 
 
 

CONFINED SPACE PROGRAM 
 
 ENTRY INTO GRAIN STORAGE STRUCTURES 
 
 
 
 

 OSHA  Regulation -  29 CFR 1910.272  (g) & (h) 
 
  
 
 
 
 
 

 

Lori Haak 
05/30/2012 



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 
 
- TEST AIR QUALITY 

 

- BIN ENTRY PERMIT WILL BE COMPLETED 
 

- If there are questions, review the following 
guidelines and contact the safety committee 



February 1, 2011 

Dear Grain Storage Facility Operator: 

Last July, two teenagers (ages 14 and 19) were killed in a tragic incident involving a grain elevator in Illinois. 

Both young workers suffocated after being engulfed in a grain bin they had entered to help clear. A third 
young worker was pulled out of the storage bin alive, and was hospitalized after being trapped for 12 hours. 

Unfortunately, this was not a rare occurrence and this trend is continuing. Researchers at Purdue University 

documented 51 grain entrapments in 2010 alone. The Occupational Safety and Health Administration (OSHA) 

has found that grain entrapments generally occur because of employer negligence, non-compliance with OSHA 
standards, and/or poor safety and health practices. 

I am writing to you today because it is your responsibility to prevent your workers from dying in grain storage 

facilities. All employers, and especially those in high hazard industries such as the grain industry, must 
recognize as well as prevent workplace hazards. As an employer, you must be vigilant and always follow the 

long established, common sense safety practices that will prevent these tragedies. A copy of OSHA's Grain 
Handling Facilities standard, 29 CFR 1910.272, is enclosed for your reference. This standard contains the rules 
that must be followed. States that operate their own occupational safety and health programs under plans 

approved by Federal OSHA enforce comparable standards but may have different or additional requirements. A 
list of State plans is available at www.osha.gov/dcsp/osp/index.html. 

When workers enter storage bins, employers must (among other things): 

1. Turn off and lock out all powered equipment associated with the bin, including augers used to help 
move the grain, so that the grain is not being emptied or moving out or into the bin. Standing on 

moving grain is deadly; the grain can act like 'quicksand' and bury a worker in seconds. Moving grain 
out of a bin while a worker is in the bin creates a suction that can pull the workers into the grain in 

seconds. 

2. Prohibit walking down grain and similar practices where an employee walks on grain to make it flow. 

3. Provide all employees a body harness with a lifeline, or a boatswain’s chair, and ensure that it is 

secured prior to the employee entering the bin. 

4. Provide an observer stationed outside the bin or silo being entered by an employee. Ensure the 

observer is equipped to provide assistance and that their only task is to continuously track the 
employee in the bin. Prohibit workers from entry into bins or silos underneath a bridging condition, or 

where a build-up of grain products on the sides could fall and bury them. 

5. Test the air within a bin or silo prior to entry for the presence of combustible and toxic gases, and to 

determine if there is sufficient oxygen. 

6. Ensure a permit is issued for each instance a worker enters a bin or silo, certifying that the 

precautions listed above have been implemented.  

As an employer of workers facing these hazards, you have the legal obligation to protect and train your 

workers. OSHA will not tolerate non-compliance with the Grain Handling Facilities standard. OSHA has 
investigated several cases involving worker entry into grain storage bins where we have found that the 

employer was aware of the hazards and of OSHA's standards, but failed to train or protect the workers 
entering the bin. OSHA has aggressively pursued these cases and we will continue to use our enforcement 
authority to the fullest extent possible. Just in the last 15 months, OSHA has issued several large penalty 

citations to grain elevator operators for these very hazards. 

http://www.osha.gov/pls/oshaweb/owadisp.show_document?p_table=STANDARDS&p_id=9874
http://www.osha.gov/pls/oshaweb/owadisp.show_document?p_table=STANDARDS&p_id=9874
http://www.osha.gov/dcsp/osp/index.html


 On November 23, 2009, OSHA fined Tempel Grain Elevators LLP more than $1.5 million following the 

May 29, 2009 death of a teenage worker at the company's Haswell, Colorado grain storage operation. 
The youth suffocated after being engulfed by grain in one of the facility's bins. The company also 

exposed three other teenage workers to the cited hazards. 

 On May 27, 2010, OSHA fined the South Dakota Wheat Growers Association of Aberdeen, South 

Dakota more than $1.6 million following the death of a worker who had suffocated after being 
engulfed by grain. OSHA's investigation found that five additional workers were also at risk of being 

engulfed when they were sent into the bin to dig the victim out. 

 On August 4, 2010, OSHA fined Cooperative Plus, Inc. in Burlington, Wisconsin $721,000 after a 

worker was buried up to his chest and trapped in frozen soybeans. The worker was ultimately rescued 

after a four hour ordeal. 

 On January 24, 2011, OSHA fined Haasbach LLC in Mount Carroll and Hillsdale Elevator Co. in Geneseo 

and Annawan, Illinois, following the deaths of three workers, including two teenagers. The workers 
were killed when they suffocated after being engulfed by grain. The fines to both companies totaled 

$1,284,000.  

If any employee dies in a grain storage facility, in addition to any civil penalties proposed, OSHA will consider 

referring the incident to the Department of Justice for criminal prosecution pursuant to the criminal provisions 
of the Occupational Safety and Health Act of 1970. 

I am calling on you today to prevent these needless deaths. OSHA State Consultation Programs are available to 

assist you in complying with OSHA standards. If you have further questions, please contact your local OSHA 
Area or State Plan Office or your State Consultation Program. More information is available at www.osha.gov. 

http://www.osha.gov/index.html


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 .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. 
 



 

2  CONFINED SPACE ENTRY 

CONFINED SPACE ENTRY 
 

 
CONFINED SPACE PROCEDURE 
A confined space entry permit system will be followed to assure 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 
assure a 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/breakup 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 
life lines. 

 
  * 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. 
 
 
 



 

2  CONFINED SPACE ENTRY 

CONFINED SPACE PROCEDURE (continued) 
 
  * With top entry, if tools are required while working inside the confined space, 

they should be lowered in 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.  

 
   



 

 

CONFINED SPACE ENTRY PERMIT 

 
Location of Confined Space:          
Purpose of entry:            
Date of entry:    Time:     Duration:    
Person(s) making entry:           
Observer Attendant:           
Rescue/Emerg. Service:           
Phone:      
 

PROCEDURE :          Yes    N/A 
 
1. All conveying equipment is locked out and tagged. 

 
 

 
 

 
2. Is Grain in good condition?, If in poor Condition 

a) Is there Bridged or Hanging Grain 

 
 

 
 

 
b) Ventilation (natural or forced air) provided before and during 
         entry, or         

 
 

 
 

 
c) Dust masks provided. 

 
 

 
 

 
d) Gases suspected, ventilation (natural or forced-air) provided 
         before and during entry,  or     

 
 

 
 

 
e) Rotting Grain, Fumigation 

 
 

 
 

 
3. Body harness and lifeline, or boatswain's chair and lifeline provided. 

 
 

 
 

 
4. Person performing entry has been (check all 3): 

a) instructed on bin entry hazards, and 

 
 

 
 

 
b) trained on safety equipment operation, and 

 
 

 
 

 
c) trained on use of respiratory protection (if provided). 

 
 

 
 

 
5. Observer has been (check all 3): 

a) provided with a means of communicating with the person entering  
 bin (voice, signal line, sight, walkie-talkie, etc.), and 

 
 

 
 

 
b) trained in rescue procedures, AND 

 
 

 
 

 
c) informed how to get emergency help. 

 
 

 
 

 
6. Rescue equipment available. 

 
 

 
 

  
 

 
 

 

Not to be signed unless every line has been marked. 
Signature of manager or supervisor:         

Signatures of all employees present:  _____________________________________________ 
_____________________________________________________________________________ 



           
 
 
 

 
 
 
 
 

HOT WORK 
PROCEDURE



 

1  Hot Work Procedure 

 

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. 
 
1. If the equipment part can be removed from the plant 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 plant, 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. 
 
 
 
 
 
 
 
 
 
 
 
 
 



HOT WORK PERMIT

PART B

© Copyright J.J. Keller & Associates, Inc   Neenah, WI  USA  (800) 327-6868

All temporary operations involving open flames or producing heat and/or sparks require
a Hot Work Permit. This includes, but is not limited to, Brazing, Cutting, Grinding,
Soldering, Thawing, and Welding.

INSTRUCTIONS FOR FIRE 
SAFETY SUPERVISOR

1. Verify precautions listed at right (or do not
proceed with the work).

2. Complete page 1 and retain for job files.
3. Post page 2 in vicinity of hot work.

DATE JOB NO.

LOCATION/BUILDING & FLOOR (Be Specific)

DESCRIPTION OF WORK BEING PERFORMED

NAME OF PERSON DOING HOT WORK

The above location has been examined, the precautions
checked on the Hot Work Checklist have been taken to
prevent fire, and permission is authorized for this work.

SIGNED:
(Permit Authorizing Individual)

SIGNED:
(Person doing Hot Work)

SIGNED:
(Fire Watch)

TIME
STARTED: Date: Time: AM/PM

PERMIT
EXPIRES: Date: Time: AM/PM

FILL OUT EMERGENCY INFORMATION ON BACK OF Page 2.

HOT WORK CHECKLIST
Sprinklers and hose streams in service/operable.
Hot Work Equipment in good condition (e.g., power
source, welding leads, torches, etc.)
Multi-purpose fire extinguisher and/or water pump can.

REQUIREMENTS WITHIN 35 FEET OF WORK
Dust, Lint, Debris, Flammable Liquids and oily
deposits removed; floors swept clean.

Explosive atmosphere in area eliminated.
Combustible floors (e.g., wood, tile, carpeting) wet
down, covered with damp sand or fire blankets.
Remove flammable and combustible material where
possible. Otherwise protect with fire blankets, guards,
or metal shields.
All wall and floor openings covered.
Walkways protected beneath hot work.

WORK ON WALLS OR CEILINGS
Combustibles moved away from other side of wall.

WORK IN CONFINED SPACES
Confined space cleaned of all combustibles 
(example: grease, oil, flammable vapors).
Containers purged of flammable liquids/vapors.
Follow confined space guidelines.

FIRE WATCH/HOT WORK AREA MONITORING
Fire watch will be provided during and for 30 minutes
after work, including any coffee or lunch breaks.
Fire watch is supplied with an extinguisher, and/or
water pump can, also making use of other
extinguishers located throughout work area.
Fire watch is trained in use of this equipment and
familiar with location of sounding alarm.
Fire watch may be required for opposite side of walls,
above, and below floors and ceilings.

OTHER PRECAUTIONS TAKEN

FIRE WATCH SIGNOFF

Work area and all adjacent areas to which sparks and
heat might have spread were inspected during the fire
watch period and were found fire safe.

Signed:

FINAL CHECKUP (minimum 30 minutes after Hot Work)

Work area was monitored for hour(s) following Hot
Work and found fire safe.

Signed:



WARNING!
HOT WORK IN PROGRESS

WATCH FOR FIRE!

WARNING!

IN CASE OF AN EMERGENCY:

CALL:

AT:



        
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
LOCKOUT-TAGOUT



 

2  Lockout-Tagout 

LOCKOUT-TAGOUT 
 
 

THE LOCKOUT PROCEDURE 
 
 1. Notify all affected employees that a Lockout-Tagout is going to be utilized 

and give the reason for the action. 
 
 2. The employee performing the Lockout should then refer to the Lockout 

Procedure Form located in this book. 
 
 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. 
 
 
 
 
 



 

2  Lockout-Tagout 

START-UP PROCEDURE 
 
 1. 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. 

 
 2. 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. 

 
 3. 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. 

 
 
 
NO ONE is allowed in either of the shop bays at any time except AUTHORIZED SHOP 

PERSONNEL.  



 

 

 

LOCKOUT PROCEDURE FORM 
 

              
MACHINE:   Vehicles (WHEN MOVING PARTS SUCH AS FANS OR 
BELTS) 
 
              

LOCATION:  Shop 
              

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 in the shop 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. 
 
 

 
 
              

PROCEDURE FOR START-UP : 
 

When work is completed on the vehicle and everyone is clear of the immediate area, the key is 
removed from mechanics pocket and used to safely start the vehicle. 
 
 
 
 
 
 
              



 

 

LOCKOUT PROCEDURE FORM 
 
              
MACHINE: Roller Mills, Ingredient Motors for legs, Surge Motor, Mixer 
Motor 
              

LOCATION:  Feed Mill 
              

LOCATION OF LOCKOUT DEVICES: 
 
1.  Electrical Room 
 
2. 
 
3. 
 
4. 
 
              
PROCEDURE FOR LOCKING OUT THIS MACHINE:  
Shut off at the breaker and use lockout lock in the electrical room.   Person performing work on 
machine keeps the key in their pocket.  Test to see if it starts to make sure the correct switch is 
locked out before beginning any work. 
 
 

 
 
 
 
              

PROCEDURE FOR START-UP: 
When work is completed and everyone is clear of the immediate area, the person performing 
the work takes the key out of his pocket and removes the lock and turns the breaker back on. 
 
 
 
 
 
 
 
 
              



 

 

LOCKOUT PROCEDURE FORM 
 
              
MACHINE: Bin Sweeps 
 
              

LOCATION:  Feed Mill  
              

LOCATION OF LOCKOUT DEVICES: 
 
1.  On box on post outside of each bin 
 
2. 
 
3. 
 
4. 
 
              
PROCEDURE FOR LOCKING OUT THIS MACHINE:  
Shut off and use lockout lock on the sweep switch on the bin.  Person performing work on 
machine keeps the key in their pocket.  Test to see if it starts to make sure the correct switch is 
locked out before beginning any work. 
 
 

 
 
 
 
              

PROCEDURE FOR START-UP  
When work is completed and everyone is clear of the immediate area, the person performing 
the work takes the key out of his pocket and removes the lock and turns the switch back on. 
 
 
 
 
 
 
 
 

              



         
 
 
 
 
 
 
 
 
 
 
 
 

 
 

HAZARD 
COMMUNICATION 

PROGRAM 
 
 
 
 
 
 
 



 

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 Material Safety Data Sheet (MSDS) 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 material safety data sheets 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 



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. 
 
* Material safety data sheets 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. 
 
 
 
             
      (Managers signature) 



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 material safety data sheets 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. 



 

 

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. 
 



 

MATERIAL SAFETY DATA SHEETS 
 

A Material Safety Data Sheet (MSDS) explains the hazards of a particular material, the 
safe methods of handling it, and the emergency procedures.  We will keep a file of MSDS 
for each hazardous material to which our employees in our workplace may be exposed. 
         at this facility is responsible for obtaining and 
maintaining the Material Safety Data Sheets. 
 
Material Safety Data Sheets 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 MSDS has not been reviewed for a chemical, a request will 
be made to the supplier to provide one. 
 
Employees are encouraged to review any MSDS at any time they are unsure of the 
hazardous characteristics of a chemical.  Material Safety Data Sheets 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 MSDS 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 MSDS 
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. 



 
* 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 MSDS 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. 



 
* 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 MSDS, 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. 
 



SECTION VIII - CONTROL MEASURES 
 
This part of the MSDS 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. 



Material Name Location

Paints and Sealants
Ace Acrylic Sealant shop

Cat Yellow Paint shop

Permatex Heavy Duty Rubberized Undercoating shop

Permatex SA-9 Battery Protector & Sealer shop

Liquid Wrench Silicone Spray shop

Rust-oleum Clean Metal Primer shop

Rust-oleum High Heat shop

Rust-oleum Painters Touch shop

Lubricants
CRC Power Lube - Multi Purpose Lubricant shop

CRC White Lithium Grease shop

Liquid Wrench Chain Lube shop

LPS Greaseless Lubrican 1 shop

Lubriplate No 105 Motor Assembly Grease shop

Marvel Air Tool Oil shop

Permatex Anti-Sieze Lubricant shop

Permatex Dielectric Tune-Up Grease shop

Cleaners
Oatey Cleaner shop

OMNI Pak Master Blend EZ Touch shop

Permatex SA-8 Battery Cleaner shop

Aluma Pro Cleaner/Brightener washbay

MC-200 Soap washbay

Polished Aluminum Cleaner washbay

Misc
Permatex High Tack Gasket Sealant shop

Permatex Sensor Safe Blue RTV Silicone Gasket Maker shop
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