BOWLING PROPRIETORS’ ASSOCIATION OF AMERICA

OSHA Compliance Manual

PREFACE

Safety programs, efforts and activities just doesn't satisfy the law, it can save your
bowling center money and help it run more efficiently. Frequently, an effective
safety process can help management discover inefficiencies they were not aware
of previously. By lowering costs of doing business (insurance rates, administrative
costs, operational expenses, “re-do” work, etc.), a bowling center can compete in
previously inaccessible markets.

If you would like to reduce the costs and risks associated with workplace injuries
and illnesses, you need to address safety and health right along with operations.
Safety should be managed like any other company function. Just as you plan,
organize and control your center’'s bowling experience, you should plan, organize
and control your safety program.

This compliance manual presents several safety issues to consider regarding
Occupational Safety & Health Administration (OSHA), compliance with safety
standards, and offers example program statements, forms and ideas.

If you have any questions regarding this manual, the information contained in it, or
would like on-site safety assistance, feel free to contact the Bowling Proprietor’s
Association of America (BPAA) or Boretti, Inc.

Prepared for the Bowling Proprietors’ Association of America (BPAA), by Boretti, Inc. Copyright 2020

Prepared in accordance with appropriate OSHA regulations. Boretti, Inc. services, procedures, evaluations, solution ideas, findings, activities and actions are
based upon current occupational and health standards and requirements, current reference sources, and accepted industrial safety and health principles and
practices. They relate only to those conditions specifically discussed herein. The client is responsible for the safety, health and environmental conditions of their
workplace, and for the implementation and maintenance of this safety program. We do not make any warranty, expressed or implied that your business is safe or
healthful or that it complies with all laws, codes or standards.
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OSHA - HISTORY & PURPOSE

On December 29, 1970, the Occupational Safety & Health Act was signed into law.
The OSH Act’'s mission is to “assure safe and healthful working conditions for
working men and women; by authorizing enforcement of the standards developed
under the Act; by assisting and encouraging the States in their efforts to assure
safe and healthful working conditions; by providing for research, information,
education, and training in the field of occupational safety and health; and for other
purposes.”

In passing this act, congress found that personal injuries and illnesses arising out
of work situations impose a substantial burden upon, and are a hindrance to,
interstate commerce in terms of lost production, wage loss, medical expenses, and
disability compensation payments. As a result, the purpose of the OSH Act is to
assure so far as possible every working man and woman in the Nation safe and
healthful working conditions, and to preserve human resources.

Assuring safe and healthful working conditions and preservation of human
resources is accomplished using the following methods:

e Encouraging employers and employees to reduce the number of
occupational safety and health hazards at their workplace, and to perfect
existing programs for providing safe and healthful working conditions.

e Outlining separate but dependent responsibilities and rights for employers
and employees with respect to achieving safe and healthful working
conditions.

¢ Authorizing the Secretary of Labor to set mandatory occupational safety and
health standards, and creating the Occupational Safety & Health
Administration (OSHA).

OSHA focuses on three strategies to accomplish its mission:

e Strong, fair and effective enforcement;
e Outreach, education and compliance assistance; and
e Partnerships and cooperative programs.
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WHO IS COVERED

Nearly every working man and woman in the nation comes under OSHA's
jurisdiction, with some exceptions. The OSH Act covers private sector employers
and their employees in the 50 states and certain territories under federal authority.

The OSH Act does not cover:

e The self-employed;

e Members of immediate family of farm employers that do not employ outside
workers;

e Worker conditions that are regulated under worker safety or health
requirements of other federal agencies (i.e., nuclear regulatory commission,
mining, transportation);

e Employees of state and local governments; some states have their own

occupational safety and health plans that cover these workers.

Bowling Centers are not exempted from the OSH Act, and therefore are covered
by it.

Under the OSH Act, it is the required duty of each employer to:

e Furnish to each of his/her employees a place of employment which is free
from recognized hazards that are causing or are likely to cause death or
serious physical harm; and,

e Comply with occupational safety and health standards promulgated under
this Act.

Employees also have a duty under the OSH Act: each employee shall comply with
occupational safety and health standards and all rules, regulations, and orders
issued which are applicable to his/her own actions and conduct.
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EMPLOYER & EMPLOYEE RIGHTS AND RESPONSIBILITIES

The OSH Act provides certain minimum rights and responsibilities of employers
and employees. These are designed to reduce workplace hazards and to
implement safety and health programs.

There are 26 States with OSHA-approved state plans that provide the same rights
and protections, and in some cases additional rights may be granted by that state.
What follows is a synopsis of the basic employee and employer rights and
responsibilities allowed by the OSH Act.

OSHA Employee / Employer Rights

Employee Rights

Employer Rights

Get training from your employer as
required by OSHA standards

Request from the OSHA Consultation
Service its free training and on-site
consultation for workplace safety and
health

Request information from the employer
about OSHA standards, worker injuries
and ilinesses, job hazards and workers’
rights

Participate on advisory committees and in
public hearings for developing, changing
or revoking standards

Request action from your employer to
correct hazards and violations

Apply for variances from standards if
equivalent safety is provided by other
means

File a complaint with OSHA if you believe
that there are either violations of OSHA
standards or serious workplace hazards

Participate in OSHA workplace inspection

Be involved in OSHA'’s inspection of your
workplace

Observe worksite monitoring/measuring of
harmful substances regulated by OSHA

Find out the results of an OSHA inspection

Contest any OSHA citations, penalties,
and abatement (correction) requirements
through formal and informal proceedings

Get involved in any meeting or hearings to
discuss any objections your employer has
to OSHA'’s citations or to changes in
abatement deadlines

Protection by law from disclosure of trade
secrets after an inspection or subsequent
proceedings

File a formal appeal of deadlines for
correction of hazards

Receive from the manufacturer a safety
data sheet (SDS) for any regulated
substance

File a discrimination complaint

Request a research investigation on
possible workplace health hazards
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Employee Rights

Employer Rights

Provide comments and testimony to
OSHA during rulemaking on new
standards

OSHA Employee / Employer Responsibilities

Employee Responsibilities

Employer Responsibilities

Read the OSHA poster at the workplace

Provide a workplace free from serious
recognized hazards and comply with
standards, rules and regulations issued
under the OSH Act

Comply with all OSHA

standards

applicable

Make sure employees have and use safe
tools and equipment and properly maintain
this equipment

Follow all lawful employer safety and
health rules and regulations, and wear or
use prescribed protective equipment while
working

Use color codes, posters, labels or signs to
warn employees of potential hazards

Report hazardous conditions to the
supervisor

Establish or update operating procedures
and communicate them so that employees
follow safety and health requirements

Report any job-related injury or illness to
the employer, and seek treatment promptly

Provide medical examinations and training
when required by OSHA standards

Exercise rights under the OSH Act in a
responsible manner

Post, at a prominent location within the
workplace, the OSHA poster (or the state-
plan equivalent) informing employees of
their rights and responsibilities

Cooperate with OSHA compliance officer
conducting an inspection if he or she
inquires about safety and health conditions
in the workplace

Report to the nearest OSHA office within 8
hours any fatal accident or one that results
in the hospitalization of three or more
employees

Keep records of work-related injuries and
illnesses. (Note: Employers with 10 or
fewer employees and employers in certain
low-hazard industries are exempt from this
requirement)

Provide employees, former employees and
their representatives access to the Log of
Work-Related Injuries and llinesses
(OSHA Form 300)
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Employee Responsibilities

Employer Responsibilities

Provide access to employee medical
records and exposure records to
employees or their authorized
representatives

Provide to the OSHA compliance officer
the names of authorized employee
representatives who may be asked to
accompany the compliance officer during
an inspection

Not discriminate against employees who
exercise their rights under the Act

Post OSHA citations at or near the work
area involved. Each citation must remain
posted until the violation has been
corrected, or for three working days,
whichever is longer. Post abatement
verification documents or tags

Correct cited violations by the deadline set
in the OSHA citation and submit required
abatement verification documentation
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ENFORCEMENT & CONSULTATION

As stated earlier, OSHA focuses on three strategies to accomplish its mission: 1)
strong, fair and effective enforcement; 2) outreach, education and compliance
assistance; and 3) partnerships and cooperative programs certain minimum rights
and responsibilities of employers and employees. These are designed to reduce
workplace hazards and to implement safety and health programs.

Enforcement

Enforcement plays an important part in OSHA's efforts to reduce workplace
injuries, illnesses, and fatalities. A strong, fair and effective enforcement program
establishes the foundation for OSHA's efforts to protect the safety and health of
the nation's working men and women by focusing its enforcement resources on
sites in more hazardous industries, especially those with high injury and illness
rates. When the agency finds employers who fail to uphold their employee safety
and health responsibilities, those who repeatedly and willfully violate the law,
OSHA deals with them strongly.

While OSHA does not currently classify bowling as a hazardous industry, bowling
centers are not immune from OSHA inspections. Since OSHA began keeping
records of inspections in 1972, there have been approximately 325 OSHA
inspections of bowling centers', 40% of which have been conducted in the past five
years'

Establishments are selected for OSHA enforcement inspections using the
following priority:

e Reports of Imminent Dangers — these are situations where someone has
called OSHA to help prevent accidents about to happen.

o Fatalities / Serious Accidents — in these situations, accidents have already
occurred, resulting in death or injuries serious enough to send employees
to the hospital.

e Complaints — OSHA has received a complaint about unsafe conditions
and hazards in the workplace.

e Referrals — provided to OSHA by other government agencies.

e Targeted Inspections — such as the Site Specific Targeting Program,
which focuses on employers that report high injury and iliness rates, and
special emphasis programs that zero in on hazardous work.

e Follow-Up — inspections that follow-up to verify the employer's compliance
with OSHA corrections.

i
Information current as of October 2018: source www.osha.gov Inspection Data Industry 1972 — 2018 NAICS Search Results

ii
Information current as of October 2018: source www.osha.gov Inspection Data 2013-2018 Industry NAICS Search Results

10



OSHA Compliance Manual

Consultation

The other side of OSHA offers a variety of compliance assistance and outreach
products and services to help employers prevent and reduce workplace fatalities,
illnesses, and injuries. These include such items as compliance assistance
information, publications and tools available on OSHA’s website (www.osha.gov);
education and training courses available through OSHA Institutes located
throughout the nation; and free onsite consultation services.

OSHA's Consultation Service is a free service whereby an OSHA Consultant
comes to the workplace to identify potential hazards and ways to correct them,
improve their occupational safety and health management systems, and even
qualify for a one-year exemption from routine OSHA inspection. OSHA’s
Consultation Service assistance includes an appraisal of:

e Mechanical systems, physical work practices, and environmental hazards
of the workplace; and
e Aspects of the employer's present job safety and health program.

Consultation programs are funded largely by OSHA and run by state agencies at
no cost to the employer who requests help. OSHA Consultation Service does not
propose penalties or issue citations for hazards identified by the consultant. The
employer must correct all serious hazards and potential safety and health
violations, which the consultant identifies. However, if an employer does not
correct violations identified through consultation assistance, the consultant may
refer the employer for a possible inspection. The employer's name and firm as well
as any information about the workplace will not be routinely reported to OSHA
enforcement staff.

11
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FEDERAL VS. STATE PROGRAM

Federal OSHA has jurisdiction over the entire nation and its territories, while
specific state OSHA programs have jurisdiction over the state in which it operates.

The OSH Act applies to employment performed in a workplace in a State, the
District of Columbia, the Commonwealth of Puerto Rico, the Virgin Islands,
American Samoa, Guam, the Trust Territory of the Pacific Islands, Wake Island,
Outer Continental Shelf Lands defined in the Outer Continental Shelf Lands Act,
Johnston Island, and the (Panama) Canal Zone. States are encouraged to develop
their own OSHA program with guidelines that must meet at minimum, federal
OSHA standards.

The following states and territories have approved OSHA Plans:

o Alaska ¢ New Mexico
e Arizona e New York*
e California e North Carolina
e Connecticut* e Oregon
e Hawaii e Puerto Rico
e Indiana e South Carolina
e lowa e Tennessee
e Kentucky e Utah
e Maryland e Vermont
e Michigan e Virgin Islands®
e Minnesota e Virginia
e Nevada e Washington
e Wisconsin
e New Jersey* e Wyoming

* Connecticut, New Jersey, New York and Virgin Islands OSHA Plans cover
public sector (State & local government) employment only.

In the event a bowling center is inspected by or requests assistance from OSHA,
where your center is located will determine the OSHA organization with which you
will interact. For a complete list of state plans and contact information, please visit
OSHA at the following website: http://www.osha.gov/dcsp/osp/states.html .

12
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REQUIREMENTS THAT AFFECT THE BOWLING CENTER

Bowling centers are not exempt from the OSHA standards. The following is a brief
outline of the OSHA standards that apply to bowling centers:

Standard Code
Acetylene (for Welding) 1910.102
Electrical: General 1910.303
Electrical: Safeguards for Personnel Protection 1910.335
Electrical: Selection & Use of Work Practices 1910.333
Electrical: Training 1910.332
Electrical: Use of Equipment 1910.334
Electrical: Wiring Design & Protection 1910.304

Electrical: Wiring Methods, Components and Equipment | 1910.305
for General Use
Emergency Action Plan 1910.38
Employee Alarm Systems 1910.165
Exit Routes: Maintenance, Safeguards and Operational | 1910.37
Features

Exits / Exit Routes 1910.36
Fire Detection Systems 1910.164
Fire Prevention Plan 1910.39
Fire Suppression: Automatic Sprinklers 1910.159
Fire Suppression: Portable Fire Extinguishers 1910.157
Flammable & Combustible 1910.106
Guarding Floor and Wall Openings and Holes 1910.23
Guarding of Portable Powered Tools 1910.243
Hand & Powered Tools and Equipment: General 1910.242
Hazards Communication (Safety with Chemicals) 1910.1200
Ladders: Fixed 1910.27
Ladders: Portable Metal 1910.26
Ladders: Portable Wood 1910.25
Lockout / Tagout 1910.147
Material Handling: General 1910.176
Medical / First Aid 1910.151
Noise 1910.95
Oxygen (for Welding) 1910.104
Personal Protective Equipment: Eye & Face 1910.133
Personal Protective Equipment: Foot 1910.136
Personal Protective Equipment: Hand 1910.138
Personal Protective Equipment: Head 1910.135

13
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Standard Code

Personal Protective Equipment: Respirator 1910.135
Safeguarding: Abrasive Wheels (Grinders) 1910.215
Safeguarding: General Requirements 1910.212
Safeguarding: Mechanical Power Transmission 1910.219
Apparatus

Sanitation 1910.141
Stairs 1910.24
Ventilation 1910.94
Walking-Working Surfaces: General 1910.22
Welding: Arc 1910.254
Welding: General Requirements 1910.252
Welding: Oxygen-Gas 1910.253
Welding: Resistance 1910.255

NOTE: Some state plans require additional, specific written safety plans. The list
above is not all-inclusive. Standards and their application change continuously.

For specific information contained in the standard, go to the following OSHA
website to look up the code:

http://www.osha.gov/pls/oshaweb/owastand.display standard group?p toc level
=1&p part number=1910

Keep in mind that many of these standards require safety training be conducted
in recognition and control of the hazards that may be present.

General Duty Clause

The General Duty Clause is used where no specific standard applies to a
recognized hazard, and it essentially states (the employer) “shall furnish a place
of employment which is free from recognized hazards that are causing or are likely
to cause death or serious physical harm to his employees.” The clause obligates
employers to take additional steps towards safety if the well being of employees is
in jeopardy. The General Duty Clause extends OSHA'’s authority beyond specific
requirements of the OSHA standards when a recognized hazard exists in the
workplace.

Posting Requirements

Each employer shall post and keep posted a notice or notices, to be furnished by
the Occupational Safety and Health Administration, U.S. Department of Labor,
informing employees of the protections and obligations provided for in the OSH
Act. The notice or notices shall be posted by the employer in each establishment
in a conspicuous place or places where notices to employees are customarily
posted. Each employer shall take steps to insure that such notices are not
altered, defaced, or covered by other material

14
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Where a State has an approved poster informing employees of their protections
and obligations, posting this poster by employers covered by the State plan will
constitute compliance with the posting requirements.

OSHA posters and posting requirements can be found at
http://www.osha.gov/pls/publications/pubindex.list. For bowling centers in states
with State OSHA plans, visit the appropriate website for that plan.

Recordkeeping Requirements

In general, employers are required to keep records of occupational injuries and
illnesses that have occurred in their establishments. OSHA and the Bureau of
Labor Statistics randomly collect records to determine injury performance in a
particular industry.

Bowling centers are not exempt from these recordkeeping requirements and
therefore must keep records of any occupational injuries and illnesses that have
occurred in their establishments. It should be noted that some State OSHA plans
may have more stringent recording requirements.

Reporting Requirements

As part of the OSH Act, certain types of accidents must be reported by the
employer to OSHA. The basic requirement is as follows:

e Report must be made within eight (8) hours
o A work-related incident resulting in a fatality

e Report must be made within twenty-four (24) hours
o A work-related incident resulting in in-patient hospitalization
o A work-related incident resulting in an amputation

o A work-related incident resulting in the loss of an eye

The employer must orally report the fatality/multiple hospitalization by telephone
or in person to the Area Office of the Occupational Safety and Health
Administration (OSHA), U.S. Department of Labor that is nearest to the site of the
incident. The employer may also use the OSHA toll-free central telephone number,
1-800-321-OSHA (1-800-321-6742).

When reporting an accident to OSHA, be prepared to provide the following
information for each fatality or multiple hospitalization incident:

e The establishment name;

15
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The location of the incident;

The time of the incident;

The number of fatalities or hospitalized employees;
The names of any injured employees;

The contact person and his/her phone number; and
A brief description of the incident.

It should be noted that State OSHA plans may have more stringent reporting
requirements and specific contact information. These can be found in Appendix B.

16
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RIGHT OF ENTRY
OSHA, as an agency representing the Secretary of Labor, is authorized to:

e Enter any factory, plant, establishment, construction site, or other area,
workplace or environment where work is performed by an employee of an
employer; and

e Inspect and investigate during regular working hours and at other
reasonable times, and within reasonable limits and in a reasonable manner,
any such place of employment and all pertinent conditions, structures,
machines, apparatus, devices, equipment, and materials therein, and to
question privately any such employer, owner, operator, agent or employee.

This means that an OSHA Compliance Health & Safety Officer (CHSO) can, upon
presentation of appropriate credentials, may enter any workplace to perform a
safety inspection: this includes bowling centers.

Refusal of Entry

An employer has a right to require that the CHSO seek an inspection warrant prior
to entering an establishment and may refuse entry without such a warrant. When
entry is refused, the OSHA Compliance Health & Safety Officer will advise the
employer that the refusal will be reported to the Assistant Area Director and that
the agency may take further action, which may include obtaining legal process.

18
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First and foremost, always remember that an OSHA Compliance Health & Safety
Officer (CHSO) is a person. Assaulting a Compliance Officer is punishable by
incarceration and fine.

When an OSHA Compliance Health & Safety Office enters the workplace to
conduct an inspection, the following process can be anticipated:

Presentation of credentials—The onsite inspection begins with the presentation
of the compliance officer's credentials, which include both a photograph and a
serial number. There have been unscrupulous individuals who have impersonated
Compliance Officers. If there is reason to suspect that this person may not be a
Compliance Officer, contact the OSHA office to verify their credentials. The CHSO
cannot collect any penalties nor promote any sale of any safety product or service.

Opening Conference—The compliance officer will explain why OSHA selected
the workplace for inspection and describe the scope of the inspection, walk-around
procedures, employee representation and employee interviews. The employer
then selects a representative to accompany the compliance officer during the
inspection. An authorized representative of the employees, if any, also has the
right to go along. In any case, the compliance officer will consult privately with a
reasonable number of employees during the inspection.

Walk-around—Following the opening conference, the compliance officer and the
representatives will walk through the portions of the workplace covered by the
inspection, inspecting for hazards that could lead to employee injury or illness. The
compliance officer will also review worksite injury and illness records and posting
of the official OSHA poster. During the walk-around, compliance officers may point
out some apparent violations that can be corrected immediately. While the law
requires that these hazards must still be cited, prompt correction is a sign of good
faith on the part of the employer. Compliance officers try to minimize work
interruptions during the inspection and will keep confidential any trade secrets they
observe.

Closing Conference—After the walk-around, the compliance officer holds a
closing conference with the employer and the employee representatives to discuss
the findings. The compliance officer discusses possible courses of action an
employer may take following an inspection, which could include an informal
conference with OSHA or contesting citations and proposed penalties. The
compliance officer also discusses consultation and employee rights.

19
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VIOLATIONS & CITATIONS

Following an OSHA compliance inspection, violations of applicable OSHA
standards may be cited, with appropriate penalties. OSHA penalties range from $0
to $129,336 depending upon how likely the violation is to result in serious harm to
employees. OSHA must issue a citation and proposed penalty within six months
of the violation’s occurrence.

Citations describe OSHA requirements allegedly violated, list any proposed
penalties and give a deadline for correcting the alleged hazards. Violations, and
associated penalty ranges, are categorized as follows:

e Other-Than-Serious — A violation that has a direct relationship to job safety
and health, but probably would not cause death or serious physical harm.
Penalties are discretionary, but may range up to $12,934.

e Serious — A violation where there is substantial probability that death or
serious physical harm could result and that the employer knew, or should
have known, of the hazard. A penalty is proposed and can range up to
$12,934 per violation.

e Willful — A violation that the employer intentionally and knowingly commits.
Willful violations carry penalties of up to $129,336.

e Repeated — A violation of any standard, regulation, rule or order where,
upon re- inspection, a substantially similar violation is found. Repeated
violations can bring penalties of up to $129,336.

e Failure to Abate — Failure to correct a prior violation may result in civil
penalties of up to $12,934 per day for each day the violation continues
beyond the prescribed abatement date.

Penalties may be reduced based on an employer's good faith (i.e., having a
written, active, effective safety program), inspection history (i.e., no history of
OSHA violation), and size of business. For serious violations, OSHA may also
reduce the proposed penalty based on the gravity of the alleged violation. No good
faith adjustment will be made for alleged willful violations.

The General Duty Clause may be cited and penalties assessed when no standard
exists or when a standard exists, but it is clear the hazards involved warrant
additional precautions beyond what the current standard requires. For the General
Duty Clause to be cited, the following conditions need to be met:

e Failure to keep the workplace free of hazards,
e The hazard is recognized.

20
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Citations using the General Duty Clause resulting from the hazard causing or was
likely to cause death or serious physical harm, and there was a feasible and useful
method to correct the hazard. In short, just because an OSHA standard doesn’t
exist for a hazard in a bowling center doesn’t mean a citation and penalty won'’t be
applied.

Although OSHA does not cite employees for violations, the OSH Act requires that
each employee "shall comply with all occupational safety and health standards and
all rules, regulations, and orders issued under the Act" that are applicable.

APPEAL

When OSHA issues a citation, it also offers the employer an opportunity for an
informal conference with the OSHA Area Director to discuss citations, penalties,
abatement dates or any other information pertinent to the inspection. The agency
and the employer may work out a settlement agreement to resolve the matter and
to eliminate the hazard. OSHA’s primary goal is correcting hazards and
maintaining compliance rather than issuing citations or collecting penalties.

Alternatively, employers have 15 working days after receipt of citations and
proposed penalties to formally contest the alleged violations and/or penalties by
sending a written notice to the Area Director. OSHA forwards the contest to the
Occupational Safety and Health Review Commission for independent review.

Citations, penalties and abatement dates that are not challenged by the employer
or settled become a final order of the Occupational Safety and Health Review
Commission.

States with State OSHA plans may have more stringent regulation regarding
appeals of OSHA citations. It is recommended that if an informal conference is
requested, an appeal should be filed to record it. Failure to do so may result in the
citation and penalty becoming final order.

21
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OUTLINE OF REQUIRED WRITTEN PROGRAMS

The OSHA standards have several requirements for written safety programs. The
purpose of these is to implement an effective, consistent safety training and
communication process.

States with State OSHA plans may have additional requirements for developing
and implementing overall written safety programs. As an example, California has
the Injury & lliness Prevention Program (lIPP) standard, requiring all business
entities in the state to have a safety program that meets eight elements;
Washington has the Accident Prevention Program (APP) standard, which requires
businesses with 11 or more employees on the same shift to have an employee-
employer safety committee. Check with your state’s OSHA plan to find out if there
are any written safety program requirements.

Here is a list of OSHA required written safety programs:

Safety Program

Emergency Action Plan

Fire Prevention Plan

Hazard Communication (Working with Chemicals Safely)
Lockout / Tagout / Blockout

Workplace Violence

Regardless of any OSHA requirement, it is still a good idea to develop and
implement a safety program for your center. Many times such safety programs
qualify the center for insurance rate discounts, so there is a benefit beyond
compliance. Besides, safety programs are good business by minimizing business
interruption and maintaining a standard of quality.

In this chapter you will find details regarding the elements of each type of program,
along with an example policy statement specific to a bowling center. In Appendix
D, you will find supporting safety activity documents. When put together, the
bowling center will have a written safety process that meets or exceeds the OSHA
standards.

23
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SAFETY PROGRAM

The following elements are provided as part of developing an overall well-rounded
safety program.

MANAGEMENT COMMITMENT / ASSIGNMENT OF RESPONSIBILITIES
Management and supervision should accept the responsibility to implement and
support the elements of an ideal safety program, and follow up with correction of
reported hazardous exposures.

For this element, identify the person(s) who will be responsible for carrying out the
details of the bowling center’s safety program.

Assignment of the responsibility depends on how authority is delegated and the
managerial structure for your operation.

It is important that responsibility is assigned so the safety program becomes a part
of the daily operation of the bowling center. Just as someone would be held
accountable for accomplishing daily tasks, they would be held accountable for
getting the job done correctly the first time, safely.

Identify who is responsible for:

Communication
Inspections

Accidents Investigations
Training

Developing a policy statement can be a good method of assigning responsibility.
A policy statement communicates management's commitment to employee safety
and health. It also defines what is expected of all employees in carrying out this
policy. The policy statement is an easy, non-threatening way of describing safety
expectations.

Remember, for a safety program to be effective, management's commitment must
be visible and sincere. Commitment may include establishment of safety
objectives, accountability for safety and health responsibilities, allocation of
company resources, and setting a good example.

Management should be involved in the long-term "visioning" of the work system as
a whole. Quality is part of bowling experience provided to customers; safety brings
efficiency to the quality work system.

24



BRAge

The following is an example management commitment statement.
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(Example Management Commitment / Assignment of Responsibility Statement)
MANAGEMENT COMMITMENT TO SAFETY AND HEALTH:

It is our policy to provide and maintain standards of safety and health for all
personnel. Management has accepted the responsibility to ensure that all
employees perform their assigned duties in a safe and correct manner. Through
cooperation, communication, and training, together we will be able to obtain a safe
working environment for all concerned. Safety and health of our employees and
patrons continues to be the first consideration in operating our center.

ASSIGNMENT OF RESPONSIBILITY

The responsibility for the coordination and implementation of our safety program
is outlined in the table below:

Name & Title Area Covered

Safety program coordination and implementation responsibilities include
compliance with our safety program, employee training, communication,
inspections, and occupational injury/iliness investigation. Other personnel may be
assigned safety tasks to assist in completing these activities.
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COMPLIANCE WITH SAFETY POLICY

Most businesses with employees usually have some form of this element in place.
There are several measures that can be taken to ensure compliance with safe
work practices;

Recognition of safe workplace maintenance,

Incentives for safe work practices,

Evaluation of employee safety performance,

Retraining employees whose safety performance is deficient,
Disciplinary system.

In order to ensure compliance, define what safe work practices are, and they
should be in place. This may be as simple as developing a code of safe work
practices, or as complex as a safety operations manual for a piece of equipment
or running a job. Whatever the case may be, consider including retraining in your
method of ensuring compliance.

An example statement would be: (Example Compliance with Safety Policy
Statement)

SAFETY POLICY COMPLIANCE

Managers, supervisors and leads are responsible for ensuring that safety and
health policies and procedures are clearly communicated and understood by all
employees. Managers, supervisors and leads are expected to set the example and
follow safety policies, use safe work practices, and to enforce any rules fairly and
uniformly. The following safety compliance policy is used in our center:

e Retraining:
All employees are responsible for using and following safe work practices,

policies and procedures. Employees who are unaware or demonstrate they
are unaware of correct safe work practices, policies, and procedures will be
trained or retrained.
e Disciplinary Policy:

Employees who jeopardize or violate health and safety measures, rules,
and standard precautions, who cause hazardous situations, or who fail to
report or, where appropriate, fail to remedy such actions, may be subject to
disciplinary action, up to and including termination. Although we do not want
to terminate anyone, we cannot allow those who continually place their own
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safety, as well as the safety of others, in jeopardy to continue to work in our
bowling center.
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SAFETY COMMUNICATION

There are several effective options that can be used for this element of a safety
program. These options include:

Safety suggestion boxes,

Regularly scheduled safety meetings,
Safety committees with published minutes,
Company newsletters,

Posters, memos, check stuffers, etc.

These are just some of the ways to communicate safety effectively to your
employees. Whatever method you choose, be sure to encourage employees to
inform the employer of hazards without fear of reprisal. To be effective,
communication must happen both ways;

e From employer to employee, and
e From employee to employer.

State this in writing, and adhere to it. Doing so could save money and tragedy by
preventing a possible accident. The following is a sample of communication
systems:

(Example Safety Communication Policy Statement)

The objective of safety communication is to provide a means of establishing a safe
and healthy work environment for all of us. We will use the following methods to
communicate safety in our center (check all that applies):

=  Safety Meetings — scheduled periodically to discuss safety. These meetings
will be attended by all, and last approximately 5 — 10 minutes.

= Postings and Printed Safety Material — from time to time, printed safety
material, memos and posters will be posted or distributed. Everyone should
check the bulletin board(s) regularly, and read safety related memos and
documents promptly.

=  Safety Suggestions — Employees who wish to report workplace hazards
anonymously may do so using the Safety Suggestion Form. All safety
suggestions or concerns will be given consideration, and each will receive
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a response.
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Everyone's participation in the safety program is encouraged. Feel free to express
any of your safety concerns or suggestions at any time. Everyone has a right to
report safety hazards to their lead, supervisor or manager without fear of reprisal.

TIPS FOR PREPARING AND RUNNING SAFETY MEETINGS

The purpose of having safety meetings is to improve the work system. The idea is
to eliminate unsafe system "traps" that lead to accidents. Let employees know that
their input is the driving force in eliminating unsafe system "traps". Evaluate ideas
brought about in the safety meeting, act on them, and review follow-up with all.

Here are some additional tips that can make your meetings effective:

o Keep the meetings short. About 5-10 minutes should do.

e Cover only ONE subject.

e Outline your subject prior to the meeting (what safety points do you want to
make?). Know what you want to talk about.

e Relax. If you're relaxed while presenting the subject, your audience will
relax also.

e Show real interest in your subject.

e Plan audience participation points into your meeting. Ask questions, plan a
demonstration, and reward participation with positive feedback.

e Vary your presentation methods. Use photos, slides, videos, and objects,
or go to a location to make your point.

e Use relevant examples.

e Don't talk down to your audience or criticize individuals in front of others.

e Have a translator available for non-English speaking employees.

e Document the meeting. Documentation lets you know which employees
were absent and need to be updated, what issues need to be addressed
and require follow up, and provides a record for compliance.

e Stick to your schedule of meetings, otherwise they are likely to be
postponed or forgotten. Plan more frequent meetings during busy times to
remind employees the importance of taking safety precautions.

SAFETY INSPECTIONS
Safety inspections are a visible way to demonstrate concern for the safety of

everyone. Because this is a very visible step, correcting found hazards should be
done promptly and in front of everyone to emphasize commitment to safety.
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Safety inspections/evaluations should be specific to the center. An effective way
of developing a safety checklist is to evaluate the workplace. Walk around
identifying potential unsafe conditions and practices, and encourage employees to
help in this process. Accident records can also be a good source of identifying
specific hazards. The results can be made into a checkilist.
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Remember to establish a set schedule for conducting safety inspections and who
is responsible for conducting them. Safety inspections should be conducted at
least once quarterly, with corrections being made promptly and documented.

The following is a sample policy statement for conducting safety inspections:
(Example Safety Inspections Policy Statement)
SAFETY INSPECTIONS POLICY

Safety inspections are an important management tool in locating and correcting
hazards. Safety inspections will be conducted as follows:

e Monthly of the entire center.
e Whenever new substances, processes, procedures and/or equipment are
introduced into the workplace and present a new hazard.

e Whenever this center is made aware of any new or previously unrecognized
hazard(s).

TIPS FOR CONDUCTING A SAFETY INSPECTION

The purpose of conducting safety inspections is to identify and rectify unsafe
hazards, work practices, and procedures that lead to unsafe work systems. Here
are some ideas to help you.

How to Prepare:

e Review accident/injury records. Note trends and areas of occupational
injury/iliness activity.

e Determine scope of inspection;
Broad - concentrate on entire operation, including prevention policies in
place (formal scheduled inspection)
Specific - concentrate on area of noted trends or activity (new processes,
procedures, substances, equipment, and previously unrecognized hazard)

29



BRA4®

OSHA Compliance Manual

What to Use:

e Checklist or reminder card
e Your senses;

o

o

@)
(@)

Eyes - see what is hazardous, note watering of eyes for possible unseen
exposure

Nose - smell what is hazardous (do so by sniffing, never inhale deeply)
could be foul or sweet

Ears - hear what is hazardous, note how loud you have to speak to be
heard (if you have to shout and stand close to be heard, investigate for
a noise damage exposure)

Taste - taste what is hazardous (many times you can "taste" something
foul in the air, or feel grittiness of dust in your mouth that may indicate
an unhealthy exposure)

Feel - vibration, heat, or cold

Ask - what is the danger potential?

What to do:

Research unanswered questions

Document the good and the bad

Discuss potential solutions with interested people
Correct exposures, and document the correction.
Make corrections visible

ACCIDENT INVESTIGATION

Accident investigations are a valuable element of a safety program. The purpose
is to determine the factors (unsafe conditions and/or practices) that contributed to
the injury or illness. Proper action can then be taken to prevent a recurrence.

Many times this element is diminished to assigning blame. To fully learn from an
occupational injury or illness, investigations should be conducted without bias for
obtaining objective findings.

Remember to identify who is responsible for conducting these investigations, and
how they are to be conducted.

The following is a sample accident investigation policy statement:

(Example Accident Investigation Policy Statement)
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OCCUPATIONAL INJURY / ILLNESS INVESTIGATION

The purpose of an injury / illness investigation is to find root causes and correct
them to prevent a recurrence. This process is fact-finding, not fault finding. All
occupational injuries and ilinesses will be promptly investigated. Managers and /
or supervisors will carry out a thorough injury and iliness investigation to prevent
future possible occurrences.

When an Injury Occurs — go to the scene. Administer first aid; call 911 if
needed.

Gather Facts — review the scene; discuss the series of events that led up to
the accident.

Determine Causes — note hazards and unsafe practices that contributed to
the accident.

Solutions — outline specific solutions to correct the hazards and change
unsafe practices (i.e., fix the interlock on the guard so the machine will stop
if removed; retrain employees on how to recognize this hazard and what to
do to prevent it).

NOTE: Notify the General Manager in the event of any serious injury resulting in
overnight hospitalization or fatality. The General Manager shall notify OSHA
immediately (within 8 hours) should any of these conditions apply.

TIPS FOR CONDUCTING AN INJURY / ILLNESS INVESTIGATION
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The purpose of an investigation is to find the root cause of the injury or
illness so the hazard or practice can be rectified to prevent further
occurrences. It is not to fix blame.

Visit the scene as soon as possible following an injury or illness. You will be
able to obtain facts while they are fresh, interview witnesses before they
forget important details, and provide calm and order following the situation.
Interview the injured worker, if possible. "Walk" the injured through a mock
re-enactment. This will give you the injured person’s perspective of the
factors that lead to the injury or iliness.

Talk with everyone who has knowledge of the injury or illness, even if they
didn't witness it. Interview everyone privately, one at a time.

Document details graphically. Take photos, diagram or sketch the scene,
and take measurements when appropriate.

Focus on the root causes. Don't jump to conclusions. Try to answer the
following questions:

o What happened?
o What was the employee doing?
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o Why did the incident happen?
o What unsafe system "traps" lead to this injury or illness?
o What should be done?
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= Discuss ideas for prevention with management and interested
persons.

* Follow up with corrective action. Make it visible so everyone is aware
of the outcome.

This demonstrates your commitment and enhances morale when corrective action
is done to improve safety for everyone.

Additional Tips

Whenever facts seem unclear, or there is an element of controversy surrounding
the accident, consider taking signed statements. When a third party appears to be
involved, retain evidence. Get the name(s) of involved individuals / company(ies),
addresses, phone numbers, license and insurance information. If a piece of
equipment may have contributed, get equipment serial numbers, manufacturer
name(s), copies of maintenance records, name(s) of individuals/company(ies)
conducting maintenance or repairs, dates of maintenance or repair, date of build,
etc.

HAZARD ABATEMENT

Hazard correction (Abatement) is often the most forgotten element of a safety
program. Hazard correction means "follow-through". A system outlining your
procedure for correcting discovered hazards needs to be written and implemented
to make the ideal safety program effective.

Remember, identify when corrective actions will occur, in what order, how
imminent hazards will be handled, and how to document corrections.

The following is a sample hazard correction statement:

(Example Hazard Abatement Policy Statement)
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HAZARD CORRECTION

Whenever a potential safety and/or health concern is recognized, the hazard will
be promptly corrected. For those hazards that cannot be corrected immediately,
employees will be instructed (verbally or in writing) on safe practices to use until it
can be corrected.

If an imminent hazard (one which can lead to serious injury or death) is discovered
or exists, all exposed personnel will be removed from the area of potential
exposure except those necessary to correct the hazardous condition. All
employees involved in correcting the hazardous condition will receive appropriate
training in how to do so, and will be provided with the necessary safeguards and
personal protective equipment.

TIPS FOR HAZARD ABATEMENT / CORRECTION

e Corrective Action Priority — All hazards and unsafe practices will be
corrected immediately and upon discovery. Some corrective actions may
require more time to abate. Priority will be given to severe and imminent
hazards (those which pose an immediate danger causing serious bodily
harm).

e Informing Effected Employees — All affected employees will be informed of
the hazard. While corrective action is being made, precautions will be taken
to protect or remove employees from exposure to the hazard. If the hazard
is determined to be of imminent danger, employees may not enter the
imminent hazard area.

e Hazard Control — Hazard control means reducing or eliminating employee
exposure to occupational injury or iliness. Methods of hazard control include
and are to be implemented in the following manner:

o Substitution — The replacement of hazardous substances, equipment or
processes by relatively harmless ones to reduce or eliminate worker
exposure.

o Engineering Controls — When substitution is not feasible, modify the
workplace or equipment hazard through re-design, or alter the process
to reduce or eliminate worker exposure.

o Administrative Controls — When engineering controls are not feasible,
remove the worker from the hazardous area or task to reduce or
eliminate exposure. Administrative control methods include:

= Rescheduling or relocating workers

= Increasing frequency of rest periods
= Rotating workers through various tasks
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o Safe Work Practices — If a safe work practice is identified as needing
modification to make it better, notify management for input on proposed
modifications.

SAFETY & HEALTH TRAINING

Training is one of the most important elements of the ideal safety program. It allows
employees to learn their job properly, brings new ideas into the workplace,
reinforces existing ideas and work practices, and puts your program into action.
Through training you "set the rules of the game."

Who do you train and when?:

New employees (orientation), when hired

All employees, when the ideal safety program is first established

All employees, when given new job assignments

Affected employees, when introducing new substances, processes,

procedures or equipment into the workplace

e Affected employees, when you are made aware of new or previously
unrecognized hazards.

e Supervisors.

Supervisors are key figures responsible for the establishment and success of the
safety program. It is especially important to train them to be familiar with safety
and health hazards to which employees under their control will be exposed. They
need to be able to:

e Recognize hazards,

e Know the safety rules, procedures and work practices for controlling
exposure, and take corrective and preventative action,

e Know the potential effects of hazards on employees,

e How to convey this information to employees,

e How to investigate accidents. The following is a sample training policy
statement:

The following is a sample training policy statement:

(Example Safety Training Policy Statement)
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SAFETY TRAINING

Awareness of potential safety and health hazards, as well as knowledge of how to
control such hazards, is critical to maintaining a safe and healthful workplace.
Safety training will include the Safety Program, safe work practices, and specific
instructions regarding hazards unique to any job assignment. No one can be
expected to undertake a job until they have received instructions on how to perform
the job properly and safely. Safety training will be provided as follows:

e To all new employees when hired;

e Whenever the employee is given a new job assignment for which safety
training has not been previously provided;

e \Whenever new substances, processes, procedures or equipment which
represent a new hazard are introduced into the workplace;

e Whenever the center is made aware of a new or previously unrecognized
hazard,;

e Whenever additional safety training is necessary;

e Whenever retraining is deemed necessary.

TRAINING TIPS

Preparation is an important, usually overlooked step in successful training. Here
are some ideas to help prepare your training so the employee can get the most
from it:

e Have an Objective — what is the expected behavioral outcome of teaching
this skill?

e Have a Timetable — how long will it take for the individual to develop? What
are the points of progress?

e Break down the Job — what are the important steps? Pick out the key points
and explain WHY they are key

e Properly Set Up the Instruction Area in Advance

e Instructing

When you are ready to instruct, use the following tips:

e Prepare — Put the employee at ease. Define and explain the job, and the
objective of the training. Outline the steps of the training, and the timeframes
in which each step will be completed.

e Present-— Tell, show, and illustrate each important step one at a time. Stress
the key points. Discuss the expected outcomes and explain why (“how does
it fit into the big picture?”).
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e Perform — Have the employee perform each step. Correct the errors, and
have the employee explain the key points to you as they complete each
step. Make sure they understand WHY. Continue until YOU are sure the
employee knows how to properly perform the job safely.

e Follow Up — Put the employee on their own. Let the employee know who to
go to for help. Encourage questions. Check progress frequently, and taper
off as the task is mastered.
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Remember:

Adults learn best in an organized, friendly atmosphere.

Adults do not like to waste time.

Adults respond quickly to positive feedback (give praise and attention).
Adults remain sharp and committed when given regular refresher training.

RECORDKEEPING / DOCUMENTATION

Documentation and record keeping provide a measure of evaluating the success
of the program. Periodic review of these records can assist you in identifying where
the injuries and illnesses are occurring, and how many. They can reveal trends
and patterns, and identify activity concentration. The value of these records is in
assisting you to identify hazardous conditions, practices and procedures so
immediate corrective action can be taken.

Other advantages to record keeping and documentation:

e [t can be the only way to prove the program is being implemented,
e |t can provide clarity to obscure situations,
e |t can provide documentation to litigated issues.

The following is an example recordkeeping policy statement that delineates how
record keeping and documentation should be maintained:

(Example Recordkeeping Policy Statement)
RECORDKEEPING
Records documenting safety activities will be retained as follows:

o Safety Program Activities: The following records will be maintained as
follows:
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Inspections (1 year),

Safety and health training (1 year),

Injury/iliness investigation (5 years),

Safety meetings and safety suggestions (1 year),
Hazard correction verification documents (1 year).

O O O O O

Hazardous Waste: The following records will be maintained for three (3)
years:

o Manifests of disposed hazardous waste.

Hazard Communication: The following records will be maintained for
duration of use, plus thirty (30) years:

o Safety Data Sheets (SDS).
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EMERGENCY ACTION PLAN

OSHA Compliance Manual

Having an emergency action plan means being prepared in case something goes
wrong. The purpose of an emergency action plan is to facilitate and organize
employer and employee actions during workplace emergencies. Well-developed
emergency plans and proper employee training, such that employees understand
their roles and responsibilities within the plan, will result in fewer and less severe
employee injuries and less structural damage to the center during emergencies. A
poorly prepared plan will likely lead to a disorganized evacuation or emergency
response, resulting in confusion, injury, and property damage.

The following elements are provided as part of developing an emergency action
plan.

(Example Evacuation Policy Statement)
Evacuation

In the event an evacuation from the center is necessary, the following procedures
have been developed to ensure safe egress of personnel. Possible evacuation
emergencies include:

Fire

After an Earthquake

Flood

Bomb Threat

Hostile Person / Workplace Violence
Active Shooter

SOUND THE ALARM

e Pull the “pull box.”

e If needed, staff and customers can be alerted using the public address (PA)
system. The following notice will be announced over the PA:

Evacuation Script:

“Attention Please: This is an emergency announcement. Please

evacuate the premises. Employees please report to your supervisor

in the meeting area.”
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EMERGENCY COORDINATOR
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In the event an emergency occurs that requires evacuation, the highest-ranking
center official shall assume the role of Emergency Coordinator. The Emergency
Coordinator is responsible for:

e Ordering an evacuation,
e Coordinating information regarding the emergency,
e Collecting the head count, and reporting to arriving emergency personnel.

ACCOUNTING FOR STAFF

Managers / Supervisors are responsible for collecting the head count, and
reporting it to the highest-ranking official on site.

EXITS — see posted evacuation maps
MEETING AREA

All Personnel will meet (Designated meeting place), and check in with their
manager / supervisor. No one should leave this meeting place without notifying
their manager / supervisor.

NO ONE IS ALLOWED BACK INTO THE BUILDING.

Managers / Supervisors will report the information to Emergency Coordinator. The
Emergency Coordinator will let responding authorities know who is present, who
may need to be rescued, and where they were last seen in the building

Types of Emergencies & Responses:

Managers shall ensure they and all employees are prepared for and know their
duties for an emergency event.
e Medical Emergencies — responding to medical emergencies:

o NOTIFICATION: grab the cordless / cell phone and dial 911 as you go
to the scene.

o First Aid / CPR certified person obtains supplies (First Aid Kit) and goes
to scene.

o ASSESS THE SITUATION: what happened; is the person unconscious,
convulsing or bleeding. If bleeding, then from where.

o First Aid / CPR certified person initiates aid.
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COMMUNICATE WITH 911: tell the operator the address and the
situation. Remain on the line; communicate and follow instructions.
REMAIN AT THE SCENE: Keep the situation calm and controlled. Offer
comfort, keep spectators away.

First Aid / CPR certified person allows emergency response personnel
to take over or direct actions upon their arrival.

Fire — report all fires and smoke:

(@)

SOUND THE FIRE ALARM: pull boxes (alarm) on wall.

CALL 911: tell the operator the nature of the emergency.

IF YOU HAVE BEEN TRAINED, USE FIRE EXTINGUISH: Keep the
exit behind you.

SAFELY EXIT THE CENTER / BURNING AREA OF THE CENTER: Do
not re-enter a burning building or structure.

Weather — prepare for severe weather: secure the windows and doors, and
move people to the center of the building.
Earthquake —

(@)

STAY INDOORS: Get next to a sturdy table or desk. Pick a location that
will give you air (one that does not face file cabinets or book shelves).
Move only to get away from windows, walls, stacked bins, or any item
that may fall.

ONCE THE SHAKING STOPS: Quietly and quickly exit the center.
ONCE OUTSIDE: move to an open area away from power lines, trees,
and buildings.

AFTER THE QUAKE:

= CHECK FOR INJURIES: Notify a First-Aid/CPR qualified person.

= CHECK FOR FIRES OR FIRE HAZARDS: Turn off gas if you smell
a leak; shut off the electricity if there is a short.

= TURN ON THE RADIO: listen for advisories.

= USE AVAILABLE PHONES ONLY FOR GENUINE
EMERGENCIES

Hostile Person / Workplace Violence —

O

Threats of Violence: all threats of violence should be taken seriously.
Report any threats to the manager / supervisor.

Suspicious Behavior: report all suspicious behavior to the manager /
supervisor.

Hostile Person: If the person is irate, allow them to vent; offer a solution
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to correct the problem. Don’t intervene between people who are fighting.
DO NOT provoke a hostile individual by panic, laughter, or anger.

o Weapon: if faced by a person with a weapon, don’t resist; provide them
with what they want.

o Hostage: If held hostage, remain calm; when possible, safely exit the
area.

Active Shooter

o We will follow the Run — Hide — Fight method for active shooter
response. Below are the responses if there is ever an active shooter in
your vicinity.

* Run
e Have an escape route and plan in mind
¢ | eave all belongings behind
e Keep your hands visible at all times
*= Hide
e Hide in an area out of the shooter’s view
¢ Block entry to your hiding place and lock the doors
e Silence your cell phone and/or pager
* Fight
¢ As a last resort and only when your life is in imminent danger
o Attempt to incapacitate the shooter
e Act with physical aggression and throw items at the active
shooter

Bomb Threat — report the situation. If reported by phone:

o Try to have another person monitor the call.

o Stay on the phone as long as possible to find out as much information
about the bomb as possible.

o If you spot the suspicious device, do not touch, handle, or move it! Do
not use a cell phone or pager!

o If the situation dictates, an evacuation will be ordered and will occur only
through areas previously searched. Do not use fire alarms as
notification.

o If a search team comes to the center, the search team should notify
people as they clear areas, and direct their egress through the cleared
areas.
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o Loss of Electricity: shut off power to any operating equipment using
the steps to properly and safely power-down equipment.

o Loss of Water: shut off valves for water supply.

o Loss of Sewage: alternative possibilities include:

=  Water cans with plastic liners.
= Outside agency rental portable latrines.
= Trenches to be dug.

e Hazardous Material Spill —

o Notify Manager / Supervisor of Spill: identify what and where.
= [f the spill is large, notify authorities.

o If Trained & Have Appropriate Protection: contain the spill using
provided absorbent material by surrounding the spill.

o Emergency Response: the Fire Department will take all reasonable
measures necessary to ensure that fires, explosions and releases do
not occur, recur or spread to other hazardous materials.

FIRE PREVENTION PLAN

The purpose of the fire prevention plan is to prevent a fire from occurring in the
center. The fire prevention plan should describe the fuel sources (hazardous or
other materials) that could initiate and/or contribute to the spread of a fire, as well
as the fire annunciation and suppression systems, such as fixed fire sprinkler and
alarm systems, in place to control the ignition or spread of a fire.

The following elements are provided as part of developing a fire prevention plan.
(Example Identification of Potential Fire Sources Policy Statements)
Fire Hazards

The following are common fire hazards at the center, with controlling methods:
e Smoking — Smoking areas are designated for a reason.

o SMOKING is allowed in designated areas only.

o Always be sure lit cigarettes and matches are disposed of in the proper
receptacles BEFORE entering non-smoking areas.
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o Cigarette containers should be emptied frequently into metal containers
with lids. Never dispose of lit cigarettes, cigarette butts, and lit matches
in trashcans, debris collection points, or with flammable (chemical)
waste.

Electrical Hazards — This source of ignition exists in areas where
overloaded outlets are observed, and electrical equipment is improperly
maintained.

o Never overload the outlets in your area by using a multiple outlet
adapter.

o Check equipment prior to each use, for frayed cords, spliced wiring, and
broken or missing pieces. Report damaged equipment to Managers /
Supervisors. Don’t use the equipment until repairs are made.

o When installing or removing electrical equipment, be sure the energy
source is de-energized (locked-out, blocked-out) until the job is
complete.

Accumulation of Waste — Trash should never be "stockpiled", especially in
front of outlets, open wiring, in front of equipment and heating vents,
electrical equipment and hot elements. Refuse shall be placed where it
belongs: in marked areas.

o Place refuse where it belongs ... in trashcans.

o Empty trashcans into a designated bigger container if they become full,
or obtain a second trash can for as long as it's needed.

o Flammable liquid waste shall be stored in proper containers in a
covered, bermed area and bonded / grounded until picked up for
disposal.

o Oily cloths should be placed in metal containers with self-closing lids.

Flammable Liquids — Flammable liquids include, but are not limited to,

cleaning fluids, paint, paint thinners, machine, and some floor strippers.

o Chemical cleaning supplies must be properly labeled, and only used as
directed by the manufacturer.

o Storing these items in enclosed, metal lockers.

o Never store these items on open shelves, next to open wiring or
equipment vents, and in warm areas such as the electrical service or
computer room. The vapors flammable liquids emit can ignite.

Welding & Hot Work — Welding and hot work can ignite fires when sparks
and hot elements come in contact with flammable / combustible material
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(i.e., wood, oil, etc.).

o

Identifying the area where welding / hot work is to commence, and
clearing it of flammable / combustible materials (should be at least 30
feet from where hot work will be performed). Complete a hot work permit
to ensure the site is safe.

Have a fire extinguisher available just in case a fire is ignited.

Remain on fire watch for a minimum of 30-minutes after the welding /
hot work is completed (i.e., soldering pipe, refrigerator lines, pinsetter
components, etc.)

Storage — Like the accumulation of waste, storage items such as paper and
equipment should be stored properly.

o

Storing items so they don't obstruct access to fire extinguishers and
alarms, and low enough so they don't inhibit the proper functioning of
the sprinkler system (keep at least eighteen inches of clearance).
Never store items near or against open computer wires, equipment and
heater vents, outlets, circuit panels, and hot elements.

Unattended Cooking — Cooking offers several potential sources for fire,
including oil fires. The issues are the many sources of ignition: flame,
electrical spark, over cooked food, etc.

(@)

Never leave cooking food unattended. The food can become
overcooked / overheated, and burn.

Cook food within the proper time period needed. Use timers and respond
to them by turning / removing food when they alarm.

Do not store flammable chemicals or combustibles (paper towels,
napkins, etc.) by heat sources: open flames, next to grill, etc.

(Example Fire Suppression Equipment & Maintenance Policy Statement)

Fire Suppression Equipment & Maintenance:

The center uses fire extinguishers and a building sprinkler system to suppress and
control fires. is responsible for ensuring the annual maintenance of fire
suppression equipment or fire prevention/ignition control systems. Records
documenting maintenance are retained.
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Fire extinguishers are multiple use and rated as follows:
A = paper/wood,

B = liquid,

C = electrical.

All of our fire extinguishers are rated ABC.

Fire extinguishers are inspected monthly by , and serviced
annually.

e Cooking Hood Fire Suppression System
The fire suppression system for cooking is inspected monthly
by , and serviced annually.

e Sprinkler System
The center’s building sprinkler system is flow tested and serviced annually.

(Example Flammable / Combustible Waste Handling Policy Statement)
Accumulation of Flammable or Combustible Waste Materials:

Flammable or combustible materials will be placed in proper containers in
accordance with the product label, Safety Data Sheet (SDS) or regulatory
requirements until such time the waste can be disposed of properly.

Flammable “waste” includes cloths used for wiping oil and solvent drips off of the
pinsetters and other equipment. These cloths are to be placed in the marked self-
closing containers located of the center to ensure
spontaneous combustion is prevented.

All spray cans will be disposed of in appropriate trash receptacles, when empty. At
no time will disposed of spray cans be placed next to any heat source.
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Chemicals and hazardous substances are part of our lives. In a workplace,
however, we are more likely to be exposed to potential harmful affects because
the exposure is greater (we work with chemicals throughout the day),
concentrations are higher (it is cost effective to buy chemicals in concentrations
that require mixing with water for safe use), and the exposure time is longer (we
use chemicals for longer periods of time in the workplace).

Hazard communication is a system designed to reduce occupational injuries and
illnesses caused by the misuse of chemicals and hazardous substances. This
OSHA standard is intended to ensure that both employers and employees are
aware of the dangers associated with hazardous substances in their workplaces
through a mandated communication system that uses labeling, Safety Data
Sheets, and training. The thought is by knowing what you are working with, you
can be safer by taking the appropriate precautions.

The Globally Harmonized System of Classification and Labeling of Chemicals
(GHS) is a system for standardizing and harmonizing the classification and labeling
of chemicals. It is a logical and comprehensive approach to:

= Defining health, physical and environmental hazards of chemicals;

= Creating classification processes that use available data on chemicals for
comparison with the defined hazard criteria; and

= Communicating hazard information, as well as protective measures, on
labels and Safety Data Sheets (SDS).

SDS Format- Information in the SDS should be presented using the following 16
headings in the order given below:

= |dentification

= Hazard(s) identification

= Composition/information on ingredients
= First-aid measures

= Fire-fighting measures

= Accidental release measures

= Handling and Storage

= Exposure controls/personal protection
= Physical and chemical properties

= Stability and reactivity

= Toxicological information

= Ecological information

» Disposal considerations
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= Transport information
= Regulatory information
= Other information
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(Example GHS Chemical Label)
Figure 4.3

GHS Label Elements

See 1.4.10.5.2 (d) —— Product Name or Identifier
*  (denfify Hazardous Ingredients, where appropriote)

See 141052 (o)
and Annexes 1, 2

F Y

See 141052 (a) »  Signal Word
Physical, Health, Environmental 38; Jll-4-10-5-21 (g)
Hazyrd Statements A and Amexes |,
See 1410542 » Supplemental information

See 141052
Precaubionary Measures & Piclograms s«———— (¢) and Annex 3

@ L]

See
141052 (c) »  First Afd Statemenis
and Annex 3
Neame and Address of Company ————o—— See 141052 (¢)
See 141052 (g) * Telephone Number
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Figure 4.9

GHS Pictograms and Hazard Classes

&
©

s Oxidizers = Flammables = Explosives
= Self Reactives = Self Reactives
= Pyrophorics = QOrganic Peroxides
= Self-Heating

= Emits Flammable Gas
= Organic Peroxides

®
O

= Acute toxicity (severs) = Corrosives = Gases Under Pressure

©

= Carcinogen = Envircnmental Toxicity = Irritant

= Respiratory Sensitizer = [Dermal Sensitizer

= Reproductive Toxicity = Acute toxicity (harmful)
= Target Organ Toxicity » Narcotic Effects

= Mutagenicity = Respiratory Tract

= Aspiration Toxicity = Irritation
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The following elements are provided as part of developing a hazard
communication program.

OSHA Compliance Manual

(Example Organization Chart)

Activity Organization & Responsibility Table:

Activity Responsibility Actions
Purchasing
Inventory of Hazardous
Substances
Labeling
SDS
Hazardous Non-Routine
Tasks
Contractors

(Example Purchasing Policy Statement)
Purchasing

All Managers have the ability to order chemicals and hazardous materials for their
needs, through our approved supply company. With this ability comes the
responsibility to ensure chemicals are approved for use; and that they are labeled
and have Safety Data Sheets (SDS) in accordance with this program. Managers
must also ensure that the proper protective equipment is obtained and provided
for employees who will use the chemical or hazardous material, and that
employees are trained in its safe use.

(Example Inventory Policy Statement)
Inventory of Hazardous Substances

An inventory of all known hazardous substances in the center is required by this
program. This inventory will be kept with the Department safety data sheet (SDS).
is responsible for keeping the inventory updated. A master
copy will be kept in the General Manager’s office. For each chemical listed on the
inventory, the Manager will ensure an updated SDS is available.
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Labeling

All containers of hazardous substances used in the center will contain labels
following the GHS. Primary labels on containers provided by the manufacturer will
have the following information at a minimum:

e |dentity of the hazardous substance(s),
e Hazard warning statements,
¢ Name and address of the chemical manufacturer or importer.

To further ensure that Employees are aware of the hazards of materials used in
their work areas, it is this center's policy to label all secondary containers
(containers for portable use in the workplace such as spray bottles) as follows:

e |dentity of the hazardous substance(s),
e Hazard warning statement.

All Managers / Supervisors are responsible to ensure that containers are properly
labeled before they are used.

(Example Safety Data Sheet Policy Statement)
Safety Data Sheets (SDS):

Copies of SDS for all hazardous substances used in the center will be obtained
with all chemical purchases and maintained in each Department.

is responsible for maintaining a Master for the center.
Managers are responsible for obtaining SDS, retaining a copy in their Department,
and providing the original SDS to . Managers will review
incoming data sheets for new and significant health/safety information, and ensure
any new information is passed on to the affected employees and that they are
trained.

SDS will be reviewed for completeness. If an SDS is missing or obviously
incomplete, a new SDS will be requested from the distributor or manufacturer.

SDS will be made available to all employees at all times for review. If an employee
is exposed to a hazardous substance, a copy of the SDS will be taken to the
treating licensed healthcare provider.
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If a chemical or hazardous substance becomes obsolete or is replaced,
will remove the SDS from the Master, write the date of
last use on and highlight it, and retain it for 30 years. The Department will be
instructed to remove and properly dispose of their copy.
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(Example Hazardous Non-Routine Tasks Policy Statement)
Hazardous Non-Routine Tasks

Employees required to perform hazardous non-routine tasks will be provided
information about the hazards to which they may be exposed during the activity
prior to starting work on such projects. Information will include:

e Specific hazards,

e Protective/safety measures that must be utilized,

e Measures the center has taken to lessen hazards including ventilation,
respirators, presence of another employee, and emergency procedures.

(Example Contractor Information Policy Statement)
Informing Contractors:

To ensure that contractors work safely in our center, and to ensure the safety of
our customers and employees, they will be provided with and provide the center
with the following information:

e Hazardous substances to which they may be exposed while working at the
center,

e Hazardous substances which they may be using to complete their tasks
while working in the center, and

e Precautions employees may take to lessen the possibility of exposure by
usage of appropriate protective measures.
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LOCKOUT / TAGOUT / BLOCKOUT

Lockout, blockout and tagout are a critical part of a strong all-around safety
program. In Lock-out, blockout and tag-out, maintenance employees work with
other employees to positively prevent all forms of hazardous energy from causing
harm.

Hazardous energy comes in many forms. Electrical energy can cause electrocution
and burns, provide ignition to flammable atmospheres, and activate mechanical
equipment. Chemical flow and pressure from hydraulic systems can cause
uncontrolled reaction and injury. Springs can release without warning, resulting in
catastrophic harm, and pin setter decks can fall from their hooks, trapping
mechanics under them. There are many sources of energy found in a bowling
center that if not controlled can result in serious injury or death.

Fatalities have occurred to workers in bowling centers due to the lack of following
a lockout / tagout / blockout process: just check the OSHA website
(www.osha.gov). This is a guaranteed way of getting OSHA's attention and fines.

When a piece of equipment is being worked on (i.e., repaired, maintained, cleaned,
clearing jams, setting up), all sources of hazardous energy must be securely and
positively locked out until the equipment is operational.

The following elements are provided as part of developing a lockout / blockout /
tagout program.

NOTE: OSHA REQUIRES THAT EACH PIECE OF EQUIPMENT HAVE
SPECIFIC LOCKOUT / BLOCKOUT / TAGOUT PROCEDURES THAT ARE
REVIEWED AT LEAST ANNUALLY AND UPDATED AS NEEDED. THE
FOLLOWING EXAMPLE DOES NOT MEET THE EQUIPMENT SPECIFIC OSHA
REQUIREMENTS.

(Example Lockout / Tagout / Blockout Responsibility Policy Statement)
Responsibilities

To be an effective injury prevention procedure, this program assigns responsibility
to all trained employees. The most important part of the Lockout / Blockout
Program is that only the person that installs the lock has the key and maintains it
in his / her possession. Duplicate, or master keys, are not allowed and must be
destroyed before any lock can be used in this program.
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(Example Lockout / Tagout / Blockout Instruction Policy Statement)

OSHA Compliance Manual

Instruction

Employees responsible for the service, maintenance, removal and installation of
machinery or equipment shall be instructed in this procedure before being
assigned to work on it. It will be based upon a survey of the equipment by
responsible employees who are thoroughly familiar with its operation and
associated hazards.

All affected employees shall be trained on the safety significance of the lockout /
tagout / blockout program. Instruction in the purpose and use of the lockout / tagout
/ blockout program shall also be provided to each new or transferred affected
employee. Anytime equipment is changed, or new equipment put in use, a lockout
/ tagout / blockout procedure will be developed for that equipment, and instruction
on the procedure will be provided to all affected employees.

(Example General Lockout / Tagout / Blockout Procedure Statement)

NOTE: This is a general procedure; each machine needs its own specific
lockout/blockout procedure in writing as well.

General Procedure
e |dentifying Lockout / Blockout —

o Lockout/Blockout Survey-
The initial phase of the Lockout/Blockout Program is to complete a
survey of all equipment in the company to identify the equipment that
will require Lockout/Blockout Procedures. Once completed, the
individual Lockout / Blockout procedure for each required machine /
equipment will be generated and the proper Lockout / Blockout devices
provided.

o Tagout Procedures —
A Tagout Procedure is one which the tag identifies who is working on
what and when. A tag will be used with a lock, and not be used as a
substitute for a lockout device.

e De-Energization

o Before working on, repairing, adjusting, clearing jams or replacing
machinery and equipment, the following procedures will be utilized to
place the machinery and equipment in a neutral or zero mechanical
state:

53



BRAge

OSHA Compliance Manual

54

Preparation

o

All employees authorized to perform lockout shall review the Lockout /
Blockout procedure for that piece of equipment and make an inspection
to locate and identify all energy sources and the switches, valves or
other energy isolating devices that apply to the equipment to be locked
out. More than one energy source (electrical, mechanical, or others) may
be involved. Any questionable energy source problems shall be resolved
before job authorization is obtained and lockout commences.

Notification

(@)

Notify all affected employees that the machinery, equipment or process
will be out of service.

Shutdown

The machine or equipment will be turned or shut down using the specific
procedures for that specific machine.

If the machinery, equipment or process is in operation, follow normal
stopping procedures (depress stop button, open toggle switch, etc.).
Move switch or panel arms to "Off" or "Open" positions and close all
valves or other energy isolating devices so that the energy source(s) is
disconnected or isolated from the machinery or equipment.

Isolation

o O O O

All lockout or blockout devices that are needed to control the energy to
the machine or equipment will be physically located and operated in
such a manner as to isolate the machine or equipment from the energy
source.

Lock, blockout all energy devices with an assigned individual lock.

A tag will be attached to the same point a lock is attached.

At no time will a tagout device be used without a lock.

Multiple locks will be applied by all employees working on a piece of
equipment.

Stored Energy

o

Following the application of the lockout/blockout devices to the energy
isolating devices, all potential or residual energy will be relieved,
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disconnected, restrained, and otherwise rendered safe by:

Grounding capacitors

Releasing springs

Supporting gravity fed deck on the pinsetter
Disconnecting hydraulic systems

Bleeding air systems

Verification

(@)

Verify that isolation or de-energization of the machine or equipment has
been accomplished. After assuring that no employee will be placed in
danger, test all lockout / blockouts by following the normal start up
procedures (activate start button, etc.).

*Caution: After Verification, place controls in neutral position.

Extended Lockout / Blockout

Should the shift change before the machinery or equipment can be
restored to service, the lockout / blockout must remain. If the task is
reassigned to the next shift, the new employees must install their own
lockout / blockout devices before the previous shift may remove their
lock and tag.

More Than One Employee Lockout / Blockout

(@)

If more than one employee is assigned to a task requiring a lockout /
blockout, each employee must also place his or her own lock and tag on
the energy isolating device(s). This can be accomplished using a
multiple lockout hasp.

Contractors

(@)

Contractors working on the company’s property and equipment must
adhere to this lockout / blockout procedure at a minimum while servicing
or maintaining equipment, machinery or processes.

, Will ensure contractors follow this procedure.

(Example Release Policy Statement)
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Release from Lockout / Blockout

Before lockout / blockout devices are removed and the energy restored to the
machine or equipment, the following actions will be taken.

e The work area will be thoroughly inspected to ensure that nonessential tools
have been removed.

e The work area will be checked to ensure that all employees have been
safely positioned or removed.

e Each lockout / blockout device will be removed from each energy-isolating
device by the employee who applied the device.

(Example Emergency Lock Removal Policy Statement)
Emergency Lock Removal

Only the employee that locks and tags out machinery, equipment or processes
may remove his/her lock and tag. However, should the employee leave the
facility before removing his/her lock and tag, may remove
the lock and tag using the Emergency Lock Removal Form. will
assure all tools have been removed, all guards have been replaced, and all
employees are free from any hazard. The employee who placed the lock shall be
physically accounted for prior to lock removal.
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MACHINE SAFEGUARDING

OSHA addresses machine safeguarding in bowling centers, particularly for
pinsetters, in a letter of interpretation. Letters of interpretation are OSHA’s way of
clarifying how a standard applies to a particular industry. What follows is an excerpt
from that letter:

“The Occupational Safety and Health Administration (OSHA) has no regulations
specific to bowling pin setting machinery and enforcement of the law against
employers whose employees were exposed to risk of harm because of defective
or ill- guarded bowling pin setting machinery would probably come under the
provision of 29 CFR 1910.212(a)(1)(2), or 29 CFR 1910.147, OSHA's Lockout-
Tagout standard.”

The object of machine safeguarding is to prevent inadvertent contact with machine
points of operation, power transmission, hazardous energy and moving parts. All
openings to machines or equipment where employees can accidentally or
intentionally reach OVER, UNDER, AROUND or THROUGH shall be guarded to
prevent injuries to employee.

The objective of including machine safeguarding in your program is to provide a
safe process for employees to use in ensuring the equipment they operate has
functional machine safeguards in place.

A wide variety of mechanical motions and actions may present hazards to the
worker. These can include the movement of:

Rotating members
Reciprocating arms
Moving belts
Meshing gears

Recognizing them is the first step toward protecti