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General Notes: 

Personal Protective Equipment

	Safety Eyewear, Safety Footwear, Leather Gloves, Face Shield, Hearing Protection


Hazards Present

	a) Eye injury from debris becoming airborne projectile--b) Hand/finger contusion due to improperly striking or missing area to be struck--c) Personal injury due to defective and/or damaged hammer--d) Personal injury from misuse of hammer--e) Personal injury from using incorrect hammer for intended task--f) Hearing loss


	a) Hand/finger injury due to using hand file with the tang unprotected--b) Personal injury from using the incorrect hand file for intended task--c) Personal injury from using incorrect filing technique--d) Eye injury/irritation from dust and debris discharged during filing


	a) Eye injury due to debris being discharged during cutting--b) Personal injury from using incorrect hand shears for intended task--c) Hand/finger laceration from blades of hand shears or cut edges of workpiece--d) Personal injury due to misuse of hand shears


	a) Personal injury from using wrench incorrectly--b) Personal injury from using incorrect wrench for intended task--c) Hand/finger contusion due to wrench slippage--d) Personal injury from misuse of wrench--e) Personal injury due to defective and/or damaged wrench


	a) Eye injury from debris becoming airborne projectile--b) Hand/finger contusion due to improperly striking or missing head of punch/chisel with hammer--c) Personal injury from improper use of chisel for shearing and chipping--d) Personal injury due to defective and/or damaged punch/chisel--e) Personal injury from using incorrect punch/chisel for intended task--f) Hearing loss


	a) Personal injury from screwdriver slipping--b) Personal injury due to defective and/or damaged screwdriver--c) Personal injury from misuse of screwdriver--d) Personal injury from using incorrect screwdriver for intended task


	a) Eye injury/irritation from dust and debris discharged during sawing--b) Personal injury due to improper sawing technique--c) Personal injury due to defective or damaged saw and/or blade--d) Personal injury from incorrect maintenance, installation or using wrong saw and/or blade for intended task--e) Hand/finger laceration or amputation from contact with saw blade--f) Foot injury from cut off stock falling--g) Personal injury from saw blade overheating and breaking--h) Hearing loss


	a) Personal due to defective and/or damaged clamp--b) Personal injury from misuse of clamp--c) Personal injury from using incorrect clamp for intended task--d) Foot injury from workpiece falling due to insecure and/or defective clamp--e) Eye injury due to workpiece being clamped discharging debris becoming airborne projectile


	a) Personal injury due to using pliers incorrectly--b) Personal injury from using incorrect pliers for intended task--c) Personal injury from misuse of pliers


	a) Eye injury from breaking blade becoming airborne projectile--b) Hand/finger laceration due to improper cutting technique--c) Personal injury or injury to others from improper disposal of used knife blades--d) Personal injury or injury to others from improper disposal of used knife blade--e) Personal injury from incorrect knife blade for intended task--f) Personal injury or injury to others from improper storage of knife


	a) Eye injury from dust and debris discharged during drilling--b) Personal injury due to drill bit slipping, grabbing or snapping--c) Personal injury from workpiece twisting/spinning--d) Hand/finger injury while changing drill bit--e) Personal injury due to misuse of hand drill--f) Personal injury from failing to remove chuck key before operating hand drill--g) Personal injury due to improper drilling technique--h) Electric shock--i) Hearing loss


	a) Eye injury from dust and debris discharged during grinding--b) Hand/finger abrasion due to contact with grinder bit--c) Personal injury from improper installation of grinder bit--d) Inhalation of dust from workpiece being grounded--e) Hearing loss--f) Personal injury while changing grinder bit


	a) Eye injury from debris discharge during riveting--b) Hearing loss--c) Personal injury from changing riveting tool--d) Personal injury from improper installation of riveting tool--e) Hand/finger laceration/contusion due to contact with riveting tool--f) Personal injury due to improper riveting technique


	a) Eye injury from dust and debris discharged during grinding--b) Hand/finger abrasion due to contact with belt file--c) Inhalation of dust from workpiece being ground--d) Hearing loss--e) Personal injury while changing or adjusting belt file


	a) Eye injury from debris discharged during shearing--b) Hand/finger laceration/amputation from contact with blade of shear notcher or sharp edge of workpiece--c) Foot injury from cut stock falling--d) Hearing loss--e) Personal injury from misuse of shear notcher


Safe Work Procedure

	1
	Hammer Use
	a) Wear safety glasses or face shield--b) Watch the area you are hitting.  Keep opposite hand at a safe distance from area to be struck.  Use vise or other holding device as necessary.  Do not raise the hammer excessively and strike using massive blows.  Strike a hammer blow squarely with the striking face parallel to the surface being struck.  Avoid glancing blows and over and under strikes.--c) Visually inspect hammer before each use.  Do not use a hammer with a loose or damaged handle or head.  --d) Hold the hammer with your wrist straight and hand tightly wrapped around the handle.  Look behind and above before swinging a hammer.  Do not strike with side of the hammer.--e) Select and use a hammer according to its intended use--f) Wear hearing protection--


	2
	Hand File Use
	a) Never use a hand file without the handle.  Tap the file downwards on the bench to make sure the handle is secure.--b) Select and use a hand file according to its intended use--c) Hold hand file firmly in one hand, steadying the other end with the tips of the fingers of the other hand.  Use steady even pressure.  Do not file with short quick strokes.  If face of file becomes clogged, clean it using a brush.  Wear recommended gloves--d) Wear safety glasses or a face shield


	3
	Hand Shear Use
	a) Wear safety glasses or a face shield--b) Select and use the right size and type of hand shears for the intended tasks.  Avoid springing the blades which results from trying to cut metal that is too thick or heavy.--c) Wear recommended gloves.  Cut so that the waste is on the right if you are right-handed, vice versa if you are left-handed.--d) Use hand pressure for cutting.  Never hammer or use other device to exert extra pressure on cutting edges.  Do not extend length of handles to secure greater leverage.


	4
	Wrench Use
	a) Pull on wrench and do not push.  Face an adjustable wrench forward and turn wrench so pressure is against the permanent jaw.--b) Select and use a wrench according to its intended use.--c) Grip wrench so that it does not endanger oneself in case of slippage.  Use correct jaw and ensure wrench is adjusted properly and secure to nut/bolt.  Wear recommended gloves.--d) Do not increase the leverage by adding sleeved additions to increase wrench length or strike a wrench with a hammer to gain more force.  Do not use wrench on moving machinery.  Do not insert a shim in a wrench for better fit.--e) Visually inspect wrench before each use.  Do not use worn adjustable wrenches.


	5
	Punch/Chisel Use
	a) Wear safety glasses or face shield--b) Watch the area you are hitting.  Provide hand protection by wearing glove on hand holding punch/chisel.  Do not raise hammer excessively and strike using massive blows.  Use punch/chisel holder as necessary.  Avoid glancing blows over and under strikes.--c) Hold the chisel at an angle which permits the bevel of the cutting edge to lie flat against the shearing plane.  Hold the chisel at an angle pointing away from self--d) Visually inspect punch/chisel before each use.  Discard punch/chisel that is bent, cracked, chipped.  Redress punch/chisel with burred or mushroomed heads.  Ensure punch/chisel point or cutting edge is properly dressed.--e) Select and use a punch/chisel according to its intended use--f) Wear hearing protection


	6
	Screwdriver Use
	a) Keep screwdriver handle clean.  Do not hold workpiece in one hand while using the screwdriver in the other.  Do not lean or push on a screwdriver with any more force than necessary to keep contact with screw.  Keep the shank directly over the screw being driven.--b) Do not use a screwdriver with rounded edges or tips, split or broken handle.--c) Do not use a screwdriver for prying, punching, chiselling, scoring or scraping.--d) Select and use a screwdriver according to its intended use


	7
	Hand Saw Use
	a) Wear safety glasses or face shield--b) Start cut carefully and slowly to prevent blade from jumping.  Pull upward until blade bites.  Start with partial cut, then set saw at proper angle.  Apply pressure on the down stroke only.  Use entire length of blade in each cutting stroke.  Hold workpiece being cut firmly in place.  Use a co-worker, a supporting bench or vise to secure and/or support workpiece if required.--c) Visually inspect saw and blade before each use.  Never use saws with bent, buckled, twisted or cracked blades.  --d) Select and use a saw and blade according to its intended use.  Ensure saw blade is secure and installed with the teeth pointing forward.  Keep saws sharp, clean and oiled.--e) Keep hand/fingers at a safe distance from cutting line--f) Wear safety footwear.  Use a support bench  or get assistance from a co-worker to catch cut off stock--g) Use machine oil on blade if necessary--h) Wear hearing protection


	8
	Clamp Use
	a) Visually inspect clamps and ensure that the swivel at the end of the screw turns freely before each use.  Do not use any clamp that has a bent frame or bent spindle.--b) Use clamps only as temporary holding devices.  Do not use pliers, pipes or hammers to tighten clamps.--c) Select and use the right size and type of clamp for the intended task--d) Wear recommended footwear.  Ensure workpiece is secure in clamp--e) Wear safety glasses or face shield


	9
	Plier Use
	a) Cut at right angles.  Never rock from side to side or bend wire back and forth against the cutting edges of pliers.  Pull on pliers, do not push. --b) Select and use pliers according to their intended use--c) Do not use pliers on nuts/bolts.  Do not hammer on pliers to cut wire or bolts.--


	10
	Knife Use
	a) Wear safety glasses or face shield.  Cover knife with rag when snapping off blunt end of blade for new edge.  Never twist or gouge with knife blade.--b) Ensure opposite hand/fingers are a safe distance from the path of cut.  Do not use excessive pressure while cutting.--c) Visually inspect knife blade before each use.  Snap off blunt end or change knife blade as soon as it becomes inefficient.--d) Wrap up and dispose of used knife blades in designated containers--e) Select and use knife blade according to its intended use.  Ensure knife blade is secure and installed properly.--f) Always retract, cover or remove knife blade when knife is not being used


	11
	Pneumatic/Electric Hand Drill Operation
	a) Wear safety glasses or a face shield--b) Ensure that the bit or attachments are properly seated and tightened in the chuck.  Do not use a dull or bent drill bit.  Keep drill bit clean and oiled.--c) Secure workpiece being drilled using clamp/vise.  Do not drill with one hand while securing the workpiece with the other.--d) Disconnect power supply before exchanging or adjusting drill bit--e) Do not exceed the hand drill manufacturers recommended drilling capabilities--f) Visually inspect hand drill before each use.  Ensure chuck key is removed before starting hand drill.--g) Do not overreach or reach under or around stock being drilled.  Do not lean or push on hand drill with any more force than necessary.--h) Keep electrical cords clear of drilling area--i) Wear hearing protection


	12
	Pneumatic/Electric hand grinder operation
	a) Wear safety glasses or a face shield--b) Keep hand/fingers at a safe distance from grinder bit during hand grinder operation.  Wear recommended gloves.--c) Ensure that the bit is securely mounted in the chuck and the base is tight--d) Use local exhaust ventilation and/or an approved dust/air respirator--e) Wear hearing protection--f) Disconnect power supply before changing or adjusting grinder bit


	13
	Pneumatic Riveting Gun Operation
	a) Wear safety glasses or a face shield--b) Wear hearing protection--c) Disconnect power supply before changing or adjusting riveting tool--d) Ensure that the riveting tool is securely mounted in the chuck and the base is tight--e) Keep opposite hand at a safe distance from point of operation.--Do not overreach or reach under or around workpiece being riveted.  Do not lean or push on riveting gun with any more force than necessary.


	14
	Pneumatic dynafile operation
	a) Wear safety glasses or a face shield--b) Keep hand/fingers at a safe distance from grinder bit during hand grinder operation.  Wear recommended gloves.--c) Use local exhaust ventilation and/or an approved dust/air respirator--d) Wear hearing protection--e) Disconnect power supply before changing or adjusting belt file


	15
	Pneumatic Shear Notcher Operation
	a) Wear safety glasses or a face shield--b) Keep hands/fingers at a safe distance from shear notcher point of operation.  Wear recommended gloves.--c) Wear recommended footwear--d) Wear recommended hearing protection--e) Do not exceed the shear notcher manufacturers recommended maximum cutting capabilities


END OF SAFE WORK PROCEDURE


Page 1

