STANDARD OPERATING PROCEDURES
	[bookmark: _GoBack]Working in a Noisy Environment

	Training & Competency
	· On the job training

	Hazard
	· Loud, persistent noises – like older vacuum cleaners; carpet cleaning equipment; power tools; and the Heating Ventilation Air-Conditioning (HVAC) system

	Injury Potential
	· Stress
· Ringing or buzzing in the ear
· Hearing impairment
· Permanent hearing loss

	Energy Source(s)
	· Electrical
· Mechanical

	Applicability
	· Inside and outside of workplace

	PPE
	· Hearing protection

	Frequency of Check Pre-use Checklist
	· Ensure PPE is adequate to protect against noise

	Safety Precautions
	· Generally speaking, hearing protection should be worn if the noise level is high enough that you cannot carry on a conversation beside a co-worker.
· The permissible exposure to noise is as follows:

	Sound Level in Decibels
	Duration – Hours per 24 hour day

	90
	8

	92
	6

	95
	4

	97
	3

	100
	2

	102
	1.5

	105
	1

	110
	0.5

	115
	0.25

	Over 115
	No Exposure


  
· Hearing protection must be worn when the daily exposure is more than that permitted for the particular sound level as indicated in the above chart.
· If engineering controls cannot reduce the noise to an acceptable level, hearing protection should  be provided to staff by their Employer.





	Step Ladders and Step Stools

	Training & Competency
	· On the job training

	Hazard
	· Heights
· Falls
· Electrical Wires
· Slips
· Broken/Damaged Parts

	Injury Potential
	· Musculoskeletal Injuries
· Electrocution
· Dizziness
· Lacerations
· Contusions
· Fractures

	Energy Source(s)
	· N/A

	Applicability
	· All Ladders, Stools, 3-steps, etc.

	PPE
	· Non-slip Footwear

	Frequency of Check Pre-use Checklist
	Pre-use Check
· Ensure equipment is in proper working order
· Wipe steps to avoid slipping
· Ensure non-slip feet are in good condition

	Safety Precautions
	· Make sure that your shoes are not wet or muddy, as this could cause you to slip.
· Do not lean the ladder against an unsecured backing such as loose boxes or merchandise
· When carrying small merchandise up or down a ladder, always have one hand available to hold onto the ladder. It is always preferred to hand down material than carrying it.
· Never stand higher on a ladder than what the manufacturer recommends (e.g. do not stand on the top step of the stepladder and do not stand higher than the third rung from the top on a straight ladder).
· Never use a step ladder as a straight ladder.

	In the Event of Injury
	· Assess the situation
· Obtain First Aid attention if necessary
· Notify Supervisor
· If necessary, seek medical attention
· If necessary, call 911


	


	Battery Safety

	Training & Competency
	· On the job training

	Hazard
	· Toxic Substances
· Fire and Explosion
· Electrical
· Inhalation
· Strains

	Injury Potential
	· Burns
· Electrical Shock
· Inhalation Discomfort
· Lacerations
· Musculoskeletal Injuries

	Energy Source(s)
	· Mechanical

	Applicability
	· Batteries

	PPE
	· CSA approved safety glasses with affixed side shields
· CSA approved full face shield atop the safety glasses
· Rubber Gloves
· Rubber Apron
· CSA approved footwear
· Eyewash/Shower

	Frequency of Check Pre-use Checklist
	Pre-use Check
· Battery must properly sit on seat when installing
· Assure connectors are on proper posts

	Safety Precautions
	· Use proper techniques when lifting battery
· Always wear goggles or a face shield
· Eye washer should be close by
· Be certain terminals are connected to right post
· Always disconnect the negative cable first and reconnect it last
· Charge batteries only in a well-ventilated area
· Never lean over a battery when charging, testing or jump-starting an engine
· Always pour acid slowly into water, not water into acid

	In the Event of Injury
	· Assess the situation
· Obtain First Aid attention if necessary
· Notify Supervisor
· If necessary, seek medical attention





	Slips, Trips & Falls

	Training & Competency
	· Constant awareness of surroundings
· On the job training

	Hazard
	· Weather Conditions
· Spills
· Leaking Pipes/Drains
· Cluttered Walkways
· Uneven Surfaces/Walkways
· Cupboards Left Ajar
· Garbage

	Injury Potential
	· Musculoskeletal Injuries
· Lacerations
· Contusions
· Fractures
· Concussions

	Energy Source(s)
	· N/A

	Applicability
	· Walking and working surfaces within but not limited to the workplace

	PPE
	· Company approved non-slip footwear
· Outside depends on conditions – wear boots as required

	Frequency of Check Pre-use Checklist
	· Ongoing inspection is required to ensure safety
· During inclement weather increase frequency of inspection

	Safety Precautions
	· Get help when lifting heavy things
· Rather than bending, raise work to a comfortable level
· Use extensions to avoid awkward body positions
· Avoid long reaches for materials
· Avoid repetitive motions
· Avoid twisting movements
· Arrange your work station for best placement of tools and supplies
· Use good posture when you stand or sit
· Stretch regularly
· Practice good lifting techniques
· Use well maintained equipment for cleaning and clearing
· Carry small loads close to your body and below chest level so you can see around the object being carried
· Slow down and take small careful steps on uneven or slippery surfaces





	Material Handling

	Training & Competency
	· On the job training

	Hazard
	· Strains
· Slips, Trips and Falls

	Injury Potential
	· Musculoskeletal Injuries
· Lacerations
· Contusions

	Energy Source(s)
	· N/A

	Applicability
	· Material Handlers

	PPE
	· Gloves
· Finger Guards
· Proper Footwear

	Frequency of Check Pre-use Checklist
	· Before each lift/carry
· Check the load, size of load
· Check the walkways

	Safety Precautions
	· Do not carry anything that blocks your vision
· Clean up grease, oil and debris after each job
· Make sure walkways and stairs are well cleared and sanded in snowy or icy weather
· Be certain grip is secure before lifting

	In the Event of Injury
	· Assess the situation
· Obtain First Aid attention if necessary
· Notify Supervisor
· If necessary, seek medical attention
· If necessary, call 911 or local emergency services

	Sequential Steps to Complete the Work Safely
	Lifting
· Plan your lift
· Lift with your legs, not your back
· Lift with the object close to your body
· Avoid lifting and twisting at the same time
· Avoid lifting a heavy or large object
· Avoid frequent lifting
· Remember that putting the object down can be just as dangerous as lifting it up
Carrying
· If the object has to be carried a long distance, use a trolley or cart





	Lifting for Items Weighing >20kg <50kg

	Training & Competency
	· On the job training

	Hazard
	· Heavy weight objects
· Awkward lifting

	Injury Potential
	· Musculoskeletal Injuries
· Pain, weakness and numbness in affected body parts
· Lacerations
· Contusions
· Falls

	Energy Source(s)
	· Bio-mechanical

	Applicability
	· Products that as a single item fall within the weight category of 20-50kg

	PPE
	· Safety shoes
· Appropriate gloves
· If necessary, appropriate face mask
· If necessary, safety glasses with affixed side shields

	Frequency of Check Pre-use Checklist
	Pre-use Check
· Assess the items to be lifted and/or carried prior to performing of task
· Plan lift and/or carry prior to
· Ensure item is properly packaged and will not present a hazard when lifted/moved from current position

	Safety Precautions
	· Ensure proper communication is established before and during lift/carry
· Ensure your pathway is clear prior to lift
· Know where the load will be placed prior to lifting
· Take appropriate breaks while lifting to avoid over exertion
· Test weight of load before lifting
· If too heavy, get lifting device is available
· Being in good physical condition will help prevent strains
· Stretch prior to lifting to reduce likelihood of injury
· Avoid lifting or moving objects in tight spaces
· Avoid walking over areas such as slippery floors, uneven surfaces, stairs or other obstacles
· Avoid prolonged postures
· Avoid awkward reaches
· Avoid repetitive movements using force
· Avoid frequent lifting





	Housekeeping

	Training & Competency
	· Ongoing awareness

	Hazard
	· Inside Floors – Slips and Falls from:
· Grease
· Slipped fluids/food from work processes
· Water from clean-up
· Extension cords
· Items stored in walkways/stairs
· Open cabinet drawers
· Trash – napkins, food, liquid, etc. on the floor
· Outside – debris, garbage
· Insects/rodents

	Injury Potential
	· Musculoskeletal Injuries
· Fractures
· Contusions
· Lacerations
· Burns/scalding
· Infections
· Allergic reactions
· Respiratory discomfort
· Rabies

	Energy Source(s)
	· N/A

	Applicability
	· Inside and outside of the restaurant

	PPE
	· Wear appropriate personnel protective equipment for the task – refer to personal protective equipment policy for further information

	Frequency of Check Pre-use Checklist
	· Ongoing inspection is required to ensure safety

	Safety Precautions
	· Floors must be cleaned when necessary to avoid slips and falls
· Do not store materials in walkways that would cause tripping hazards
· Regular inspection to ensure users safety
· Keep areas clear of clutter
· All utensils, tools, ladders and equipment will be stored in their proper areas when not in use
· All cupboard, strapping, packing material will be disposed of as generated
· All work area and public access areas should be checked on





	Fire Safety

	Training & Competency
	· On the job training

	Hazard
	· Property and equipment loss
· Personal injury from fire or explosion

	Injury Potential
	· Death
· Burns
· Lung Damage and Irritation
· Lacerations

	Energy Source(s)
	· N/A

	Applicability
	· Fires

	PPE
	· Fire Extinguisher
· Smoke Alarms
· Emergency Lights
· Sprinkler Heads

	Frequency of Check Pre-use Checklist
	· Inspect fire extinguishers, emergency lights, sprinkler heads and smoke detectors on a monthly basis.

	Safety Precautions
	· Ensure that fire exit doors are easily opened in the event of an emergency
· Ensure fire doors are not obstructed and are not propped open
· Ensure exit signs should be illuminated and visible
· Do not overload electrical circuits and remove frayed extension cords from usage
· Provide a sufficient number of appropriate fire extinguishers that are inspected and maintained according to the local fire code
· In storage facilities, ensure there are at least 18 inches of clearance between sprinkler heads and merchandise
· Follow good housekeeping practices. Do not allow combustibles such as boxes and wooden skids to accumulate
· Store flammable liquids in approved containers that are properly labeled and sealed
· Ensure that space heaters are unplugged before leaving for the night and keep them away from flammables

	In the Event of Injury
	· Assess the situation
· Obtain First Aid attention if necessary
· Notify Supervisor





	Food Handling

	Training and Competency
	· On the job training

	Hazard
	· Fire
· Contamination
· Spills
· Poor hygiene

	Injury Potential
	· Food poisoning
· Burns
· Electrocution
· Slips, falls

	Energy Source(s)
	· N/A

	Applicability
	· Food Handling

	PPE
	· Clean uniform
· Food handling gloves
· Apron

	Frequency of Check Pre-use Checklist
	· Prior to use, check equipment to ensure it is in proper working order
· Constant awareness

	Safety Precautions
	· Ensure all equipment is properly assembled, not damaged. Drip containers must be in place where required and designed
· Ensure that the cooking appliances, tools and equipment are clean at all times, especially after each use. Never wipe hot surfaces with wet or damp cloths, use gloves at all times.
· Do not over fill appliances at any time. Allow room for liquid movement during the cooking process
· Cooking in stainless steel can damage hot plates due to poor heat transmission. Use equipment and appliances as designed
· Check to see if appliances and equipment are turned off immediately after use. Warn others that the surfaces and appliances are hot
· Ensure hands are dry, turn off power switch, then unplug from power
· Empty drip trays before they overflow, then wash the drip tray and return it to the equipment
· Never leave utensils in food or hanging off appliances or equipment. Wash utensils after each use
· Ensure food is stored at safe temps. DO NOT LEAVE COOKED FOOD SITTING OUT FOR EXTENDED PERIODS OF TIME
· Cover all foods with glad wrap or lids and date the food with the date of preparation
· Freezer temperature s must never go above -18°C at all times
· Thawing must be done under refrigeration. Thawing in water is a last resort
· Use of contaminated and expired goods is not allowed. All cooked and processed foods must be kept separate from raw products 
· Store dirty root vegetables in a separate area from other foods 
· All cooks must wear company uniform as provided which includes safety footwear and hats. All uniforms must be cleaned and well presented at all times. Food handling gloves are to be worn when handling raw or processed foods. Exception to the rule is when handling raw vegetables and pastries.

	In the Event of Injury
	· Assess the situation
· Obtain First Aid attention if necessary
· Notify Supervisor
· If necessary, seek medical attention
· If necessary, call 911

	Sequential Steps to Complete the Work Safely
	· Prior to using equipment and appliances, check that it is in a safe condition
· Ensure cooking appliances, tools and equipment are clean
· Use the correct appliances for cooking
· Always turn off hot plates and equipment after use
· Always turn off portable electrical equipment after use
· Empty drip trays after use
· Do not leave utensils in or hanging from equipment or appliances
· Monitor food temperatures
· All food is to be covered and dated
· Regularly check freezer and fridge temperatures
· Check all food and stock for contamination and expiry dates, and correct storage
· Store dirty root vegetables separate to other foods





	Coach Boats

	Training & Competency
	· On the job training
· Pleasure Craft Operators Card
· Coaching Clinic

	Hazard
	· Incidents
· Weather conditions
· Hazardous objects in the water
· Other boats
· Operators error

	Injury Potential
	· Various injuries
· Death

	Energy Source(s)
	· Gasoline

	Applicability
	· All Club Name Coach Boats, owned, leased, rented or chartered and any boats coaches and staff may be operating

	PPE
	· Personal Floatation Devices
· Emergency engine stop lanyard attached to PFD

	Frequency of Check Pre-use Checklist
	Pre-use
· Sufficient fuel
· Occasionally check that fluids are at safe operating levels
· Safety equipment

	Safety Precautions
	· Follow the common sense rules of good operation and keep service vehicles in good condition
· There is NO SMOKING in the boats
· Before you leave the dock, make sure that equipment and materials are evenly distributed
· Secure any cargo that could shift during travel, especially gas, which must be kept in an upright position
· Don’t let debris accumulate in the boat
· You cannot operate the vessel with ear phones listening to music
· While any individual is operating a motor vehicle licensed to Club Name they are to refrain from using any type of cell phone while driving. If necessary, they are to safely stop the boat before placing or receiving a call
· Vessels licensed to Club Name are to be operated only for business purposes and are to be occupied by the appropriate employees only
· Our insurance policy prohibits the carrying of passengers other than members of Club Name
· Operators must have a current PCOC
· No night operation is allowed unless the vessel is equipped with proper navigational lights
· Every day the boat is to be expected 

	In the Event of Injury
	· Assess the situation
· Obtain First Aid attention if necessary
· Notify Program Manager and/or President/Commodore
· If necessary, seek medical attention
· If necessary, call 911

	Sequential Steps to Complete the Work Safely
	· Do not operate if under the influence of alcohol, drugs or lack of sleep
· Assure fluids are at safe operating levels
· Check immediate areas for other boats, swimmers, marks, etc.
· Operate according to weather conditions
· Obey all speed limits

	Lockout Steps
	· Key in off position
· Removed from ignition
· Tag unit
· Ground cable on battery removed before maintenance performed

	Preventative Maintenance
	· Report any mechanical or suspected mechanical problems to appropriate personnel

	Comments
	Operate and care for vessel as if it belongs to you!





	Club Name Vehicle

	Training & Competency
	· On the job training
· Driver’s license
· Driver’s Abstract on File
· Trailer training course and/or one on one training with Program Coordinator

	Hazard
	· Incidents
· Pedestrians
· Weather conditions
· Animals
· Potholes
· Hazardous objects on roadway
· Construction
· Detours
· Tire blowouts or flats

	Injury Potential
	· Various injuries
· Death 

	Energy Source(s)
	· Gasoline

	Applicability
	· All Club Name vehicles both owned or rented/leased

	PPE
	· Seatbelts

	Frequency of Check Pre-use Checklist
	Pre-use
· Sufficient fuel
· Occasionally check that fluids are at safe operating levels
· Vehicle and trailer (if applicable) circle check

	Safety Precautions
	· Follow the common sense rules of good driving and keep service vehicles in good condition
· No smoking in the vehicle
· Before you drive, make sure that equipment and materials are evenly distributed
· Secure any cargo that could shift during travel
· There is a blind area behind most vans and trucks. Don’t back up without assistance, particularly on cramped or congested sites
· Don’t allow debris to accumulate in the vehicle
· While any individual is operating a motor vehicle licensed to Club Name, they are not to use any type of cell phone while driving. If necessary, they are to safely stop their vehicle before placing or receiving a call. Hands free devices that do not require the driver to take their focus off the road are acceptable
· Any other electronic devices must not be adjusted while underway including such things as iPods and GPS units
· Motor vehicles licensed to Club Name are to be operated only for business purposes, and are to be occupied by the appropriate number of employees only. Our insurance policy prohibits the carrying of passengers other than members of Club Name

	In the Event of Injury
	· Assess the situation
· Obtain First Aid attention if necessary
· Notify Program Director and/or President/Commodore
· If necessary, seek medical attention
· If necessary, call 911

	Sequential Steps to Complete the Work Safely
	· Any trip over three (3) hours, if towing a trailer, requires a second person in the vehicle
· The truck and trailer (if applicable) are to be visually inspected for such things as tire inflation, safety chains, hitch and lights working before heading out and after each break
· Driver is to stop for a break every three (3) hours
· No night time driving while towing a trailer
· A driver cannot drive for more than 13 hours continuously
· A driver cannot operate the vehicle if under the influence of alcohol, or illegal drugs, or suffering from lack of sleep. If under doctor’s prescribed medications, consult your doctor and pharmacist on the conditions associated with operating a vehicle while taking the medication
· Assure fluids are at safe operating levels
· Check immediate area for pedestrians before proceeding
· Drive according to weather conditions
· Obey all speed limits

	Lockout Steps
	· Key in off position
· Removed from ignition
· Ground cable on battery removed before maintenance preformed

	Preventative Maintenance
	· Report any mechanical or suspected mechanical problems

	Comments
	Drive and care for vehicle as if it belongs to you!



