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Easy to Order 
PHONE 

Call us toll free  
7:30 a.m. to 4:30 p.m. Monday–Thursday and  

7:30 a.m. to 4:00 p.m. Friday. 
Our friendly and efficient sales staff will take 

your order and answer any questions. 
1.888.300.7800

FAX 
Our toll free fax line can receive your  

order any time of the day or night.  
Fax your purchase order and  

we’ll process your order quickly. 
1-888-213-9940

MAIL 
Mail us your purchase order. We will  
process it the same day it is received. 

P. O. Box 648 • Baker, LA 70704

E-MAIL 
E-mail your order to keepsafe@ksafe.com.

WEBSITE 
Visit us online: http://www.ksafe.com

We accept Visa, MasterCard & American Express

Our mission at KeepSafe, Inc. is ...
• To satisfy our customers’ needs, helping them to grow, prosper, 

and “Keep Safe” in their endeavors.

• To glorify and honor the Lord Jesus Christ in every aspect of 
our work, showing His love to our customers, employees, and 
the communities in which we work.
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T H U R S D AY  
F R I D AY  

S AT U R D AY

National Eye Care Month

Martin Luther 

King Jr. Day

New Year’s Day

Always use the right tool for  

the job.

Protect yourself from the cold. 

Dress warmly and stay dry.

A healthy diet and exercise are 

keys to getting and staying fit.

Test smoke alarms and inspect 

fire extinguishers monthly.
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There is never a good enough reason to compromise safety.

Hand Tool Safety
Almost everyone uses hand tools at work and at home.  As 

harmless as many may seem, it is estimated that about 8 

percent of industrial accidents involve unsafe use of hand tools 

(both manual and power).

Following these rules can prevent many hand tool 

accidents:

• Know your tools and use them ONLY for their designed 

purpose.

• Never use a tool unless you are trained to do so.

• Inspect tools before and after use, and repair or replace if 

damaged.

• Clean tools after every use.

• Keep cutting edges sharp.

• Never test a cutting edge with your fingers—test on scrap 

materials.

• Select the right size tools for the job—NEVER use cheaters.

• Secure tools when working from ladders or scaffolds. A 

falling tool can seriously hurt a coworker.

• Never carry sharp or pointed tools in your pockets.

• When carrying tools, point cutting edges away from you.

• Always wear appropriate personal protective equipment 

(PPE).

 S U N DAY  M O N DAY  T U E S DAY  W E D N E S DAY  T H U R S DAY  F R I DAY  S AT U R DAY

National Sports and Fitness Month

Victoria Day 
(Canada)

Mother’s Day

National Day  
of Prayer

Memorial Day

Cinco de Mayo

Armed 
Forces Day

Test smoke alarms and inspect 
fire extinguishers monthly.

Help save a life! Get certified 
in first aid and CPR.

Routine exercise will help you 
look better, feel stronger, and 
live longer!
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Investing daily in safety pays a lifetime of dividends.

Sports Safety
Playing sports is a great way to have fun and stay in 
shape. Whatever sport is yours, be sure to play it safely, 
so you can stay in the game and off the sidelines.
• Warm Up: Proper warm-up prepares the body for 

training and competition.

• Drink Lots of Fluids: Stay hydrated by drinking 
plenty of water before, during and after working out 
or playing the game.

• Feel the Burn, Not the Pain: Pain can indicate an 
injury that can be made worse by continuing to play.

• Cool Down: Ending a training session with a cool 
down period reduces the risk of muscle cramps, 
soreness, stiffness, fainting and dizziness.

• Protect Your Skin: Sunlight contains harmful UV 
rays that can cause sunburn and can lead to skin 
cancer. Limit exposure to direct sunlight, and wear 
sunscreen with a sun protection factor SPF of 15 or 
greater.

• Watch out for the dangerous too’s: Too tired. Too 
thirsty. Too much sun. Too much strenuous activity.

• Use the right equipment: That means always 
wearing the appropriate gear for your sport such as: 
The right shoes, helmets, pads, guards, protective 
eyewear, etc. 

 S U N DAY  
M O N DAY  

T U E S DAY  
W E D N E S DAY  

T H U R S DAY  
F R I DAY  

S AT U R DAY

National Preparedness Month 
National Cholesterol Education Month

Labor Day
Labour Day (Canada)

Patriot Day

Autumn Begins

Replenish fluids often when working in heat.

Reduce cholesterol with a high-fiber, low-fat diet.

Test smoke alarms and inspect fire extinguishers monthly.
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September
2027

Choose safety every day – even on weekends.
Avoid Road Rage“Road Rage” is a growing problem all over the country and no 

one is immune from it. It is simply an incident in which one 
driver does something that sets off another one and makes 

them angry.
The following tips can help you avoid road rage 

incidents. 
• Obey the general rules of the road, and be patient with other 

drivers, even when they make mistakes.• Periodically check your turn signals to make sure they are off 
unless you want to turn or change lanes.• Signal your intentions! Others on the road have a right and a 

need to know what you are doing.• Maintain a constant awareness to your surroundings by 
checking mirrors and blind spots often.• If driving in the left “fast” lane and you notice someone 

following you closely, move to the right lane. This applies 
only if you have room to move over and if you do not have a 

legitimate need to be in the left lane.• Do not tailgate those ahead of you.• Watch your high beam headlights. Make sure you are not 
blinding anyone with your bright

PRICE PER CALENDAR

Safety is a Way of Life!

2027

FREE CUSTOM BLACK IMPRINTING OF YOUR  
COMPANY LOGO AND SAFETY MESSAGE!

www.ksafe.com • Call: 225-775-9421 • Fax: 225-775-0174 1

	 100	 250	 500	 750	 1000+
	 $4.70	 $4.35	 $4.00	 $3.45	 $3.15

•	 Minimum Order: 100 Calendars
•	 Price Includes FREE Imprint 

(Black Ink Only)
•	 Optional (Other Color or Multi-Color Imprint): 

Add $0.30/Calendar

“O Lord, our Lord, how majestic is 
your name in all the earth!” 

Psalm 8:1

2027 SAFETY CALENDAR

Inside the Calendar:
•	Safety Topics Each Month
•	Safety Quotes
•	Moon Phases
•	National Safety and Health Observances
•	Safety Tips Throughout the Calendar
•	Major Holidays
•	FREE Black Imprinting of Your Company Name, 

Logo and Safety Slogan on Bottom Flap

Size: 11" x 17" (Opened) + 2" Bottom Flap

Item No. 40-001

Promote safety every day for 
less than 1 penny  
per day!

Monthly Safety Topics:
JAN	 –	 Prevent Eye Injuries

FEB	 –	 Protect Your Hearing

MAR	 –	 Stairway Safety

APR	 –	 Save Your Back

MAY	 –	 Power Tools Safety Tips

JUNE	 –	 Your Safety Attitude

JULY	 –	 Sun Safety Tips

AUG	 –	 Tire Blowout Safety Tips

SEP	 –	 Good Housekeeping

OCT	 –	 Electrical Safety Tips

NOV	 –	 Hang Up and Drive

DEC	 –	 ATM Safety Tips

Promote… 
Your Program 
Your People 
Your Products
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Test smoke alarms and inspect 
fire extinguishers monthly.

Help save a life! Get certified in 
First Aid and CPR.

Routine exercise will help  
you look better, feel  
stronger and live longer.

Mother’s Day Armed  
Forces Day

Victoria Day  
(Canada)

Memorial Day

Cinco de Mayo National Day 
of Prayer

NATIONAL SPORTS & FITNESS MONTH

Investing daily in safety pays a lifetime of dividends.
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 SUNDAY MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY SATURDAY

Depend on safety, because your family depends on you.
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Protect your vision.  

Wear eye protection.

Never shortcut on safety.

Test smoke alarms and inspect 

fire extinguishers monthly.

Daylight  

Saving  
Time Begins

St. Patrick’s 

Day

Spring Begins

Palm Sunday

Easter 
Sunday

Good Friday

National Nutrition Month
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March 2027

 S U N D AY  
M O N D AY  

T U E S D AY  
W E D N E S D AY  

T H U R S D AY  
F R I D AY  

S AT U R D AY

JOHN HARDY

Age: 9 Group: 2

Hobbies:  Riding bikes, soccer, and 

video games

Safety Message:  Have an escape 

plan in case of fires.

Sponsor:  Matthew Hardy

Department:  Maintenance

Avoid the worst. Put safety first.
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Universal Work Shift Indicator SystemD = Days
E = Evenings
N = Nights

It’s hot outside. Make sure your pet has plenty of water and shade.

Fireworks are dangerous.  Celebrate safely! Test smoke alarms  and inspect fire extinguishers monthly.

Canada Day (Canada)
Independence Day

UV Safety Awareness Month
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Wash hands often to 

prevent the spread of 

infection.

When shopping at night,  

park in well-lighted areas.

Water live Christmas trees often 

to reduce the fire hazard.

`Tis the season to be jolly. 

If you choose to drink, 

please don't drive.

Be patient while driving in 

holiday traffic.

Test smoke alarms and inspect 

fire extinguishers monthly.

Winter Begins

Christmas Day

Boxing Day 

(Canada)

Kwanzaa Begins

New Year's Eve

Hanukkah 
Starts at sundown  

the day before

NATIONAL DRUNK &  

DRUGGED DRIVING PREVENTION MONTH

Safety starts  

with an “S”  

but begins  

with “You.”
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December 2027

 SUNDAY MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY SATURDAY

Zuri Conrad

Age:  5 Group:  1

Sponsor:
Ronald Conrad

Department:
Accounting

Hobbies:
Drawing, ballet, and 

playing with my sister

Safety Message:
Be careful on the job.

Ava Parker

Age:  8 Group:  2

Sponsor:
Chelsea Parker

Department:
Maintenance

Hobbies:
Art, riding horses, and 

swimming

Safety Message:
Safety first.

www.ksafe.com • Call: 225-775-9421 • Fax: 225-775-01742

Call Today for a 
FREE Quote

Start early and KeepSafe can 
provide the necessary forms for 
your company to run a safety 
calendar coloring contest. The 
winning entries can be printed 
in your custom calendar.

Build a Custom 
Calendar Featuring:
•	 Safety Poster Contest Winners
•	 Employee Teams or Work Groups
•	 Your Products or Services

But thanks be to God, which 
giveth us the victory through 

our Lord Jesus Christ. 
– I Corinthians 15:57

Our experienced staff can work with you to 
create a calendar that meets your company's 
specific quality, safety or marketing needs.

CUSTOM SAFETY CALENDARS



There is never a good enough reason to compromise safety.

NAME

Age:  Group:

Hobbies:
?

Safety Message:
?

Sponsor:
?

Department:
?

A painless tomorrow is today’s reward for being safe.
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Universal Work Shift 
Indicator System
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Store poisonous chemicals 
and medicines away from 
children.

Test smoke alarms and 
inspect fire extinguishers 
monthly.

Driving under the influence 
of alcohol or drugs is never 
worth the risk.

Earth Day

IRS Tax  
Deadline

April Fools’ Day

Administrative 
Professionals’ Day

Passover Begins
(Starts at sundown 
the day before)

World Day for  
Safety and  
Health at Work

Alcohol Awareness Month
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Image
Here!
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You are the person most responsible for your safety.
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?

Safety Message:

?

Sponsor:

?

Department:

?
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Never leave burning candles 
unattended.

Keep matches, lighters and 
candles away from children.

Test smoke alarms and inspect 
fire extinguishers monthly.
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Thanksgiving  
Day (Canada)

National Boss’s 
Day

Halloween

Rosh Hashanah 
Starts at sundown 
the day before

Yom Kippur 
Starts at sundown 
the day before

National Breast Cancer Awareness Month National Fire Prevention Month
Eye Injury Prevention Month
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Safety Message:
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Wash hands often to 
prevent the spread of 
infection.

When shopping at night,  
park in well-lighted areas.

Water live Christmas trees often 
to reduce the fire hazard.

`Tis the season to be jolly. 
If you choose to drink, 
please don't drive.

Be patient while driving in 
holiday traffic.

Test smoke alarms and inspect 
fire extinguishers monthly.

Winter Begins Christmas Day

Boxing Day 
(Canada)
Kwanzaa Begins

New Year's Eve

Hanukkah 
Starts at sundown  
the day before

NATIONAL DRUNK &  
DRUGGED DRIVING PREVENTION MONTH

Safety starts  
with an “S”  
but begins  
with “You.”

    1 2 3 4  

 5 6 7 8 9 10 11  

 12 13 14 15 16 17 18  

 19 20 21 22 23 24 25  

 26 27 28 29 30 31

December 2027

 SUNDAY MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY SATURDAY

Your
Image
Here!
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CUSTOM SAFETY CALENDARS
Choose from 3 Calendar Designs

DESIGN A DESIGN B DESIGN C

Safety Poster Contest
KeepSafe can supply you with a Safety Poster Contest 
Template that contains basic rules and regulations for 
conducting a successful safety poster contest. This 
template can be modified to meet your company’s 
specific needs.

Sample of
Drawing,
Child’s Photo
and Profile 
Layout

Choose from 4 
Configurations 

for Top of 
Calendar

Sample of
2 Pictures / Page
Layout

Sample of
4 Pictures / Page

Layout

FRONT
Contest Rules

Participant’s Information 
Here!

BACK
Draw Poster

 Here!

Sample of
1 Picture / Page 

Layout
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CUSTOM WORDED REFLECTIVE SIGNS
Custom Worded Reflective Signs with 1 or 2 Colors Applied
•	 No setup charge.
•	 Reflective (HIP) Prismatic sheeting, 3M 3930 Series over .080 Aluminum. 

Reflectivity meets MUTCD standards.
•	 Standard sign blanks will include punched holes and rounded corners.
•	 Letter Colors: Black, Red, Blue or Green.
•	 Background Colors: White, Yellow or Orange.
•	 Normal Production Time: 3–4 days for small orders of less than 6 pieces, 

5–10 days for larger quantities.

Choose 1 Color for  
Text/Border and 

White, Yellow or Orange for 
Background

Custom Signs with Full-Color Printing
•	 No setup charge.
•	 Standard white vinyl or reflective sheeting mounted over 

.080 Aluminum. Reflectivity meets MUTCD standards.
•	 Sign blanks will include standard punched holes and 

rounded corners.
•	 Normal Production Time: 3–4 days for small orders of 

less than 6 pieces, 5–10 days for larger quantities.

CUSTOM FULL-COLOR SIGNS

OSHA SIGNS–ON DEMAND
Custom Worded OSHA Safety Signs
•	 OSHA specification signs are ready to go in only 2 business days
•	 Hundreds of wordings in any backgrounds
•	 Stock Sizes: 10" X 7", 14" X 10" and 20" X 14"
•	 Mid-weight .040 Aluminum is great for most applications
•	 Self Sticking vinyl signs are suitable for placing on doors and other smooth surfaces
•	 Any OSHA Header, Any Wording…Up to 80 Characters

Letter Colors: 

Background Colors: 

Call Today for a FREE Quote!

Call Today for a FREE Quote!

Call Today for a FREE Quote!

(W X H) 
Size

12" X 6"
12" X 12"
12" X 18"
18" X 12"
18" X 18"
18" X 24"
24" X 18"
24" X 24"
24" X 30"
30" X 24"
30" X 30"
36" X 24"
36" X 30"
36" X 36"
48" X 24"
48" X 36"
48" X 48"

(W X H) 
Size

10" X 7"
14" X 10"
20" X 14"
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TRAFFIC SIGNS
Regulatory, Parking and Caution Signs
.080 HIP-Reflective, Aluminum Signs
Our permanent grade traffic signs are compliant 
with current MUTCD Federal Standards.

24 X 24 
82-R1-24

30 X 30
82-R1-30

Please Specify MPH 
18 X 24

82-R2-1-24- ___

24 X 30
82-R2-1-30- ___

30 X 30 X 30
82-R1-2-30

36 X 36 X 36
82-R1-2-36

24 X 24
82-R5-1-24

30 X 30
82-R5-1-30

30 X 18
82-R5-1A-30

24 X 24
82-R5-1A-16

18 X 24
82-R-95-9

12 X 18
82-G-27

12 X 18
82-G-29

12 X 18
82-G-20

12 X 18
82-G-40

12 X 18
82-G-64

12 X 18
82-R7-8N

12 X 18
82-R-18

12 X 18
82-R-53

12 X 18
82-R-40

12 X 18
82-G-15

36 X 12
82-R6-1-36R

36 X 12
82-R6-1-36L

18 X 24
82-R6-2-24L

18 X 24
82-R6-2-24R

24 X 24
82-W402-24

30 X 30
82-W402-30

24 X 24
82-W11-2A-16

30 X 30
82-W11-2A-22

12 X 18
82-R-70

12 X 18
82-G-17

Many other legends are available…
Please call if you do not see what you need.

Please call for current pricing!

Custom Worded Parking Signs

HIP = (High Intensity Prismatic) Reflective Signs



OSHA REGULATIONS STRICTLY 
ENFORCED ON THIS JOB SITE

REGULACIONES DE OSHA APLICADAS 
ESTRICTAMENTE EN ESTE SITIO DE TRABAJO

 | VISITORS MUST CHECK IN AT CONSTRUCTION OFFICE | DRUGS, ALCOHOL AND WEAPONS PROHIBITED |  
 | JOB SITE CLEANLINESS AND SAFETY IS EVERYONE’S RESPONSIBILITY |

| LOS VISITANTES DEBEN DE REGISTRARSE EN LA OFICINA DE CONSTRUCCIÓN | DROGAS, ALCOHOL Y ARMAS PROHIBIDAS | 
 | LIMPIEZA EN EL SITIO DE TRABAJO Y SEGURIDAD ES RESPONSABILIDAD DE TODOS |

OTHER PPE IS TASK SPECIFIC | OTRO EPP ES TAREA ESPECIFICA

WORK BOOTS 
REQUIRED

BOTAS DE TRABAJO 
REQUERIDAS

HARD HATS & EYE 
PROTECTION REQUIRED

CASCO Y PROTECCIÓN 
DE OJOS REQUERIDA

SAFETY VESTS OR HIGH 
VISABILITY SHIRT 

REQUIRED

CHALECOS DE SEGURIDAD /  
CAMISAS DE ALTA VISIBILIDAD 

REQUERIDOS

ADD YOUR 
LOGO / SITE

HERE
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CUSTOM SAFETY POSTERS & BANNERS

• Banners: Our banners are printed on high quality outdoor 13 oz. reinforced white vinyl stock. Optional heavy duty 15 oz. 
reinforced white vinyl stock is also available. (Ideal for larger banners.)
• Posters: Our standard posters are printed on 6 mil satin poster paper with optional 1-side gloss lamination. For outdoor 
applications, posters can be printed on .03" polystyrene stock.
• Banners and Posters: Custom design $75.00/hour. Custom sizes are available.

Let KeepSafe create fully customized designs to meet your need.

Call Today for a FREE Quote!

Item No. 50-800 
Custom Posters

Item No. 55-800 
Custom Banners
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Tape and Label Compliance System

THE ULTIMATE safety seal for 
water coolers in the construction 
industry. One roll marks and seals 
approximately (38) ten-gallon coolers. 
When removed, it leaves no sticky 
residue that could attract airborne 
contaminants.

WARNS DRINKERS that dipping  
contents from the water cooler is 
strictly prohibited. It also provides  
additional space for documenting: 
Contents, Date Prepared, Times  
Prepared, Preparer’s Initials, and  
Owner’s Name. Each LABEL is  
designed to be used up to (3) times/
day for (7) days. Labels are printed on 
durable, adhesive back, white vinyl 
stock.

Item No. 90-TAPE
Roll Size: 2" x 55 yd.

	 “By the Roll”	 “By the Case”
		  36 Rolls

	 $9.10/Roll	 $7.95/Roll

REFERENCE: OSHA Construction Standard: 29CFR1926.51 
Sanitation (a) Potable Water (1) An adequate supply of potable 
drinking water shall be provided in all places of employment. (2) 
Portable containers used to dispense drinking water shall be capable 
of being tightly closed and equipped with a tap. Water shall not 
be dipped from containers. (3) Any container used to distribute 
drinking water shall be clearly marked as to the nature of its 
contents and not used for any other purpose.

SGC LABELING SYSTEM

	 1-9	 10+

	 $19.95	 $17.95

Item No. 90-LABEL
Sold in Packs of 25 Labels

“THE TAPE”

“THE LABEL”



Your Logo Here
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CUSTOM LABELS

CALL TODAY 
FOR A FREE QUOTE  

1-888-300-7800

CIRCLES

OVALS

SQUARES

RECTANGLES

SPECIAL SHAPES

	KeepSafe is your one-stop source for customized labels  
and hard hat stickers. From design to production, our  
experts can supply you with a quality product to meet  
your specific needs at a price you can afford.

	Please call 1-888-300-7800 and provide us with your  
draft or design specifications. Our friendly customer  
service representatives will be happy to assist you  
and to provide you with a fast, free price quote.

•	 FREE Design/Setup
•	 Stock die shapes include: Circles,  

Squares, Rectangles, and Ovals
• 	Custom Shapes are Available
•	 Stocks include: Papers, Vinyls, Foils,  

Clear Polyester, Polypropylene  
Kimdura®, Tyvek®, Static-Cling, etc.

•	 Gloss and Write-On Matte Lamination
•	 Spot Color and 4-Color Process Printing
•	 Choice of 25 Standard Ink Colors
•	 PMS Color Matching
•	 Consecutive Numbering
•	 Normal Turnaround: 8 Working Days
•	 Optional Rush 4-Day Turnaround:  

Small Additional Charge
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CUSTOM LABELSANY SIZE • ANY SHAPE • ANY COLORS
“Let us design and manufacture a label to meet your particular needs!”

SAMPLE LABELS
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CUSTOM TAGS

Stock

Options

Size

• Numbering
• Perforations
• Multi-Colors
• Lamination 
 3.5 mil & 10 mil
• Die Cutting
• Clipped Corners

Choose from:
• Card Stock
• Vinyls

Give us the size
you need.

Accessories
• Marking Pens
• Cable Ties
• Strings
• Wires

Holes
• Plain Holes
• Metal Eyelet
• Pre-strung
• Pre-wired
 (Specify if you  
would like strings  
or wires attached.)

Self-Laminating
Tag has a self-adhesive, 
3.5 mil. clear polyester 
flap installed to protect 
the legend/message 
area after you have 
written your message. 
To use, simply lift the 
protective flap, write on 
information, peel off the 
liner, and seal the flap 
over the tag.

Need a custom tag?
Let us make it for you!

Call for a fast, FREE price quote today.
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QUICK CUSTOM TAGS

Tags can also  
be personalized 

with custom 
information 

specific to 
employees 

within a 
company.

CUSTOM WORDED ACCIDENT PREVENTION TAGS
CUSTOM WORDED 

LOCKOUT TAGS

Ideal for Small Quantity
Custom Tag Orders!
•	 Card Stock: 110# Index
•	 Polyester Stock: (10 Mil) thick, polyester based 

synthetic paper that is resistant to water and 
chemicals. This polyester based material has 
incredible tear strength and can hold up in tough 
environmental conditions.

•	 Tags are finished with a 3/8” Brass eyelet for added 
reinforcement.

Other Available Options: (Call for pricing)
•	 Custom Sizes
•	 Sequential Numbering
•	 Perforation
•	 Personalized Information

Two Standard Sizes:
•	 3" x 6"
•	 4" x 8"
Custom sizes also available

Call Today 
for a 

FREE
Quote! 
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10-601 10-602 10-603 10-604 10-605 10-608

10-609

10-619

10-610

10-617 Reverse Side 10-617 10-618

10-622

10-615

10-616

Reverse Side 10-618

TAGS SOLD IN PACKS OF 50

	 1-4	 5-9	 10+

	 $39.95	 $38.95	 $37.95

Tag Size: 
2 ½" x 5"

10-601, 10-602,
10-603, 10-604,
10-605, 10-608,
10-609 Printed

the same
on both sides.

Reverse Side 10-619

Reverse Side 10-610

Reverse Side 10-616

Reverse Side 10-622

Reverse Side 10-615

All tags printed on  
environmentally tolerant  
15 pt. calendar vinyl with 

a ¼" punched hole.

EQUIPMENT INSPECTION TAGS

LABEL
Size: 2½" x 8"

White Vinyl + Matte
Laminate

Sold in Rolls of 50 Labels
Price: $100.00/Roll

15-618
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STATUS TAGS

STATUS TAGS SOLD IN PACKS OF 75

10-704 10-705 10-706

Printed on environmentally
tolerant calendar vinyl with a 1�8" 

hole for fastening.
Perforated for easy use.

Status Tag Size: 1 ½" x 4"

EQUIPMENT INSPECTION TAGS

All Status 
Tags 

printed the 
same on 

both sides.

MONTHLY TAGS SOLD IN PACKS OF 25

10-830

INSPECTION TAGS SOLD IN PACKS OF 50

10-613

10-614 Reverse Side 10-614

10-611 Reverse Side 10-611 10-60710-606 Reverse Side 10-607

Reverse Side 10-62010-612 Reverse Side 10-612

10-621 Reverse Side 10-621

10-620

Reverse Side 10-606

Reverse Side 10-613

MONTHLY 
EQUIPMENT 

INSPECTION TAG

3 
SH

IF
T 

FO
R

K
LI

FT
 

IN
SP

EC
TI

O
N

 T
A

G
S

D
AY

/N
IG

H
T 

FO
R

K
LI

FT
 

IN
SP

EC
TI

O
N

 T
A

G
S

Tag Size: 2 ½" x 4 ¼"

Tag Size: 2 ½" x 5"

Printed on 15 pt. calendar vinyl 
with a ¼" punched hole.

Printed on 15 pt. calendar vinyl 
with a 3⁄8" Brass Eyelet.

	 1-4	 5-9	 10+

	 $39.95	 $38.95	 $37.95

	 1-4	 5-9	 10+

	 $39.95	 $38.95	 $37.95

	 1-4	 5-9	 10+

	 $39.95	 $38.95	 $37.95



Emergency Equipment 
Inspection Tags 

Tags can be marked with 
standard hole punch!

Printed on 15 pt  
Calendar Vinyl with a  

3�8" Brass Eyelet.

Tag Size: 3"x 5 ½"

10-908 10-909

Tag Size: 3"x 6"

10-914

TAGS SOLD IN PACKS OF 25

	 1-4	 5-9	 10+

	 $39.95	 $38.95	 $37.95↑ (Use this tag to document weekly inspections.)

ASSORTED TAGS

Tag Size: 2 ½" x 5 ½"
Printed on environmentally tolerant  

15 pt. Calendar Vinyl with a  
3�8" Brass Eyelet.

TAGS SOLD IN PACKS OF 25

	 1-4	 5-9	 10+

	 $47.95	 $46.95	 $45.95

Breathing  
Air Test Tag

TAGS SOLD IN PACKS OF 25

	 1-4	 5-9	 10+

	 $39.95	 $38.95	 $37.95

2 Year Emergency Shower &
Eyewash Inspection Test Record

10-952

TAGS SOLD IN PACKS OF 25

	 1-4	 5-9	 10+

	 $39.95	 $38.95	 $37.95

10-892

Tag Size: 
2 ½" x 6"

Printed 
1 side only on 

Environmentally 
tolerant 15 pt. 

Calendar Vinyl 
with a 3�8"

Brass Eyelet.
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Freeze 
Protection Tags

Tag Size 3" X 6"

Printed on durable  
15 pt. Calendar Vinyl 
with a 3�8" Brass Eyelet.

10-018



“SELF LAMINATING”
COLOR CODED BLANK VINYL TAGS

COLOR CODED
BLANK VINYL TAGS

TAGS SOLD IN PACKS OF 25TAGS SOLD IN PACKS OF 25

	 1-9	 10-39	 40+

	 $49.95	 $46.95	 $43.95

	 $55.95	 $52.95	 $49.95

	 1-9	 10-39	 40+

	 $32.95	 $30.95	 $28.95

	 $39.95	 $38.95	 $37.95

Standard Colors

Fluorescent Colors

Standard Colors

Fluorescent Colors

Our color-coded “Blank” self-laminating tags come with a 3/8” 
brass eyelet.  You simply write on them and then overlay the 
protective laminate cover.
Standard Colors: Y=Yellow, G=Green, W=White, 
O=Orange, R=Red or LTB=Light Blue
Fluorescent Colors: FL=Lime, FO=Orange, 
FP=Pink, FY=Yellow

Our color-coded “Blank” tags come with a 3/8” brass eyelet. 
Simply add your handwritten message.

Standard Colors: Y=Yellow, G=Green, W=White, 
O=Orange, R=Red or LTB=Light Blue

Fluorescent Colors: FL=Lime, FO=Orange, 
FP=Pink, FY=Yellow

Item No. 10-925- ______ (Stock Code)Item No. 10-936- ______ (Stock Code)
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DOUBLE LOOP TAG TIES
Improve housekeeping and prevent slips, trips and falls with

“Double-Loop-Tag-Ties”
These ties stay attached  
to the tag when the tag  
is removed.
•	 Black, Pink & Yellow
•	 Nylon 66 (UL Recognized), 94V-2
•	 Locks tightly

NEWNEW

Item No.	 Length	 Width	 Color	 Min. Tensile	 1-4	 5-9	 10+
80-DLTT-734	 7-3/4"	 3/16"	 Black	 50 lb.	 $  9.95	 $  9.55	 $  9.05
80-DLTT-878	 8-7/8"	 3/16"	 Black	 50 lb.	 $10.95	 $10.55	 $10.05
80-DLTT-878-P	 8-7/8"	 3/16"	 Pink	 50 lb.	 $10.95	 $10.55	 $10.05
80-DLTT-878-Y	 8-7/8"	 3/16"	 Yellow	 50 lb.	 $10.95	 $10.55	 $10.05
80-DLTT-1178	 11-7/8"	 3/16"	 Black	 50 lb.	 $13.95	 $13.55	 $13.05
80-DLTT-14916	 14-9/16"	 3/16"	 Black	 50 lb.	 $16.95	 $16.55	 $16.05
80-DLTT-14916-Y	 14-9/16"	 3/16"	 Yellow	 50 lb.	 $16.95	 $16.55	 $16.05

SOLD IN PACKS OF 100 TIES

BLANK VINYL TAGS

Size: 4" X 6", 15pt Calendar Vinyl
Plus a 2 mil Protective Self Laminant.

Size: 4" X 6", 15pt Calendar Vinyl

Y	 G	 W	 O

	 R	 LTB

Y	 G	 W	 O

	 R	 LTB
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CUSTOM PRINTER TAGS

Various Tag Sizes 
and Cores 

made Compatible 
to Print on 

your in-office Roll 
Printer.

CALL TODAY 
FOR A FREE QUOTE!

1-888-300-7800



•	 Quality 30 Mil Thick,
	 Laminated PVC Card
•	 Full-Color Process Ink!

CUSTOM BADGES
Reinforce Your Company’s Environmental Health & Safety

Policies and Procedures with…

Stop Work Authority Badges/ Wallet Cards
Size: 3 3⁄₈" W X 2 1⁄8" H (i.e. Standard Credit Card Size)

CREATE CUSTOM BADGES TO PROMOTE AND COMMUNICATE SAFETY AND 
HEALTH AT YOUR WORK PLACE…

EXAMPLES of CUSTOM BADGES…

•	 Injury Incident Procedures

•	 Vehicle Incidents & Accidents Procedures

•	 Company Work-Shift Schedules

•	 Our Mission, Vision & Core Values Statements

•	 Life Safety Rules

•	 Things to Look For on a Job Walk

•	 Approved Anchor Points

•	 Scaffold Designations

•	 Stop Work Authorization

•	 Safety Slogan or Motto

•	 Forklift or Crane Hand Signals

Add Your
Customized

Safety Message 
Here!

All Badges: 30 Mil Thick, Laminated PVC, 4C Process Ink (Printed 1 or 2 Sides), Slotted Short Side

Custom Design: $50.00/Hour Set-up

Other Sizes Available: Please Call for Pricing
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BADGES AND WALLET CARDS PRICING
	
ITEM NO.	 DESCRIPTION	 SIZE

	 PRICING EACH
	 250	 500	 1000	 2500	 5000

	 11-801	 Stop Work Badge	 2-1/8" X 3-3/8"	 $0.95	 $0.65	 $0.50	 $0.40	 $0.35

	 11-802	 Custom Worded Badge	 2-1/8" X 3-3/8"	 $0.95	 $0.65	 $0.50	 $0.40	 $0.35

	 11-803	 Custom Worded Badge	 2-1/2" X 4"	 $1.10	 $0.80	 $0.65	 $0.55	 $0.50

	 11-804	 Custom Worded Badge	 2-1/2" X 5"	 $1.20	 $0.90	 $0.75	 $0.65	 $0.60



“Let our experts at KeepSafe, Inc. work together with you to develop, 
design and produce modern day, multi-colored work permits to meet your 
company’s specific needs.”

CUSTOM WORK PERMITS

Is it past time to update your old work  
permit system? Call KeepSafe, Inc.
• CONFINED SPACE ENTRY
• ELEVATED WORK
• ENERGIZED ELECTRICAL WORK
• EXCAVATION
• GENERAL SAFE WORK
• HOT WORK
• LINE BREAKING
• VEHICLE ENTRY
• OTHERS

Select The Features You Want:
❑ Multiple Parts
❑ Multiple Ink Colors
❑ Tag Back
❑ Reinforced Holes/Eyelets
❑ Sequential Numbers
❑ Perforations
❑ Pre-String/Wire

Form Finishing Options:
❑ As Individual Forms
❑ In Pads
❑ In Books (With Wrap-around Cover)

CALL TODAY FOR A FAST, 
FREE QUOTE!

1-888-300-7800

With Multiple 
Ink Colors 
Sectioning!
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CUSTOM WORK PERMITS
Work Permits Built to Meet Your Company’s Needs…
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LEAVE ENTITLEMENTS

Eligible employees who work for a covered employer can take up to 12

weeks of unpaid, job-protected leave in a 12-month period for the

following reasons:

• The birth of a child or placement of a child for adoption or foster

care;

• To bond with a child (leave must be taken within 1 year of the

child’s birth or placement);

• To care for the employee’s spouse, child, or parent who has a

qualifying serious health condition;

• For the employee’s own qualifying serious health condition that

makes the employee unable to perform the employee’s job;

• For qualifying exigencies related to the foreign deployment of a

military member who is the employee’s spouse, child, or parent.

An eligible employee who is a covered servicemember’s spouse, child,

parent, or next of kin may also take up to 26 weeks of FMLA leave in a

single 12-month period to care for the servicemember with a serious

injury or illness.

An employee does not need to use leave in one block. When it is

medically necessary or otherwise permitted, employees may take leave

intermittently or on a reduced schedule.

Employees may choose, or an employer may require, use of accrued

paid leave while taking FMLA leave. If an employee substitutes accrued

paid leave for FMLA leave, the employee must comply with the

employer’s normal paid leave policies.

BENEFITS & PROTECTIONS

While employees are on FMLA leave, employers must continue health

insurance coverage as if the employees were not on leave.

Upon return from FMLA leave, most employees must be restored to the

same job or one nearly identical to it with equivalent pay, benefits, and

other employment terms and conditions.

An employer may not interfere with an individual’s FMLA rights or

retaliate against someone for using or trying to use FMLA leave,

opposing any practice made unlawful by the FMLA, or being involved in

any proceeding under or related to the FMLA.

ELIGIBILITY REQUIREMENTS

An employee who works for a covered employer must meet three

criteria in order to be eligible for FMLA leave. The employee must:

• Have worked for the employer for at least 12 months;

• Have at least 1,250 hours of service in the 12 months before

taking leave;* and

• Work at a location where the employer has at least 50

employees within 75 miles of the employee’s worksite.

*Special “hours of service” requirements apply to airline flight crew

employees.

REQUESTING LEAVE

Generally, employees must give 30-days’ advance notice of the need

for FMLA leave. If it is not possible to give 30-days’ notice, an

employee must notify the employer as soon as possible and, generally,

follow the employer’s usual procedures.

Employees do not have to share a medical diagnosis, but must provide

enough information to the employer so it can determine if the leave

qualifies for FMLA protection. Sufficient information could include

informing an employer that the employee is or will be unable to

perform his or her job functions, that a family member cannot perform

daily activities, or that hospitalization or continuing medical treatment

is necessary. Employees must inform the employer if the need for leave

is for a reason for which FMLA leave was previously taken or certified.

Employers can require a certification or periodic recertification

supporting the need for leave. If the employer determines that the

certification is incomplete, it must provide a written notice indicating

what additional information is required.

EMPLOYER RESPONSIBILITIES

Once an employer becomes aware that an employee’s need for leave is

for a reason that may qualify under the FMLA, the employer must notify

the employee if he or she is eligible for FMLA leave and, if eligible,

must also provide a notice of rights and responsibilities under the

FMLA. If the employee is not eligible, the employer must provide a

reason for ineligibility.

Employers must notify its employees if leave will be designated as

FMLA leave, and if so, how much leave will be designated as FMLA

leave.

ENFORCEMENT

Employees may file a complaint with the U.S. Department of Labor,

Wage and Hour Division, or may bring a private lawsuit against an

employer.

The FMLA does not affect any federal or state law prohibiting

discrimination or supersede any state or local law or collective

bargaining agreement that provides greater family or medical leave

rights.

                                                                     REV 04/16

WH1420 REV 04/16

Ref.: 29 USC, Ch. 28, Sec. 2619

PROHIBITIONS ENFORCEMENT

EXAMINEE

RIGHTS

EXEMPTIONS

Employers are generally prohibited from requiring or requesting any

employee or job applicant to take a lie detector test, and from discharging,

disciplining, or discriminating against an employee or prospective employee

for refusing to take a test or for exercising other rights under the Act.

Federal, State and local governments are not affected by the law. Also, the

law does not apply to tests given by the Federal Government to certain

private individuals engaged in national security-related activities.

The Act permits polygraph (a kind of lie detector) tests to be administered in

the private sector, subject to restrictions, to certain prospective employees of

security service firms (armored car, alarm, and guard), and of pharmaceutical

manufacturers, distributors and dispensers.

The Act also permits polygraph testing, subject to restrictions, of certain

employees of private firms who are reasonably suspected of involvement in

a workplace incident (theft, embezzlement, etc.) that resulted in economic

loss to the employer.

The law does not preempt any provision of any State or local law or any

collective bargaining agreement which is more restrictive with respect to lie

detector tests.

Where polygraph tests are permitted, they are subject to numerous strict

standards concerning the conduct and length of the test. Examinees have a

number of specific rights, including the right to a written notice before testing,

the right to refuse or discontinue a test, and the right not to have test results

disclosed to unauthorized persons.

The Secretary of Labor may bring court actions to restrain violations and

assess civil penalties against violators. Employees or job applicants may

also bring their own court actions.

THE LAW REQUIRES EMPLOYERS TO DISPLAY THIS POSTER

WHERE EMPLOYEES AND JOB APPLICANTS CAN READILY SEE IT.

EMPLOYEE RIGHTS

EMPLOYEE POLYGRAPH PROTECTION ACT

The Employee Polygraph Protection Act prohibits most private employers from using lie detector tests either for pre-

employment screening or during the course of employment.
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Employers shall make this poster available and display it where employees can re

reported discrimination, participated in an investigation, or helped others exercise

their right to complain about discrimination.

T DISCRIMINA

TToo report discrimination, you may:

1. Contact your employer’’s human resources or personnel department.

3. Call the Illinois Sexual Harassment and Discrimination Helpline at 1-877-236-7

someone about your concerns.

Website: www.illinois.gov/dhr

. Jef

100 W

Email: IDHR.Intake@illinois.gov

Chicago:

James R. Thompson Center

Weest Randolph Street, Suite 10-100

Chicago, IL 60601

(312) 814-6200

(866) 740-3953 (TTY)

(312) 814-6251 (Fax)

535 W ffferson Stre

1st Floor

(217) 785-5100

(866) 740-3953 (TTY)

(217) 785-5106 (Fax)
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Equal Employment Opportunity is THE LAW

Private Employers, State and Local Governments, Educational Institutions, Employment Agencies and Labor Organizations

Applicants to and employees of most private employers, state and local governments, educational institutions, employment agencies and labor

organizations are protected under Federal law from discrimination on the following bases:

RACE, COLOR, RELIGION, SEX, NATIONAL ORIGIN

Title VII of the Civil Rights Act of 1964, as amended, protects applicants and employees from discrimination in hiring, promotion, discharge,

pay, fringe benefits, job training, classification, referral, and other aspects of employment, on the basis of race, color, religion, sex (including

pregnancy), or national origin. Religious discrimination includes failing to reasonably accommodate an employee’s religious practices where the

accommodation does not impose undue hardship.

DISABILITY

Title I and Title V of the Americans with Disabilities Act of 1990, as amended, protect qualified individuals from discrimination on the basis of

disability in hiring, promotion, discharge, pay, fringe benefits, job training, classification, referral, and other aspects of employment. Disability

discrimination includes not making reasonable accommodation to the known physical or mental limitations of an otherwise qualified individual

with a disability who is an applicant or employee, barring undue hardship.

AGE
The Age Discrimination in Employment Act of 1967, as amended, protects applicants and employees 40 years of age or older from

discrimination based on age in hiring, promotion, discharge, pay, fringe benefits, job training, classification, referral, and other aspects of

employment.

SEX (WAGES)

In addition to sex discrimination prohibited by Title VII of the Civil Rights Act, as amended, the Equal Pay Act of 1963, as amended, prohibits

sex discrimination in the payment of wages to women and men performing substantially equal work, in jobs that require equal skill, effort, and

responsibility, under similar working conditions, in the same establishment.

GENETICS

Title II of the Genetic Information Nondiscrimination Act of 2008 protects applicants and employees from discrimination based on genetic

information in hiring, promotion, discharge, pay, fringe benefits, job training, classification, referral, and other aspects of employment. GINA

also restricts employers’ acquisition of genetic information and strictly limits disclosure of genetic information. Genetic information includes

information about genetic tests of applicants, employees, or their family members; the manifestation of diseases or disorders in family members

(family medical history); and requests for or receipt of genetic services by applicants, employees, or their family members.

RETALIATION

All of these Federal laws prohibit covered entities from retaliating against a person who files a charge of discrimination, participates in a

discrimination proceeding, or otherwise opposes an unlawful employment practice.

WHAT TO DO IF YOU BELIEVE DISCRIMINATION HAS OCCURRED

There are strict time limits for filing charges of employment discrimination. To preserve the ability of EEOC to act on your behalf and to

protect your right to file a private lawsuit, should you ultimately need to, you should contact EEOC promptly when discrimination is suspected:

The U.S. Equal Employment Opportunity Commission (EEOC), 1-800-669-4000 (toll-free) or 1-800-669-6820 (toll-free TTY number for

individuals with hearing impairments). EEOC field office information is available at www.eeoc.gov or in most telephone directories in the U.S.

Government or Federal Government section. Additional information about EEOC, including information about charge filing, is available at

www.eeoc.gov.

Employers Holding Federal Contracts or Subcontracts

Applicants to and employees of companies with a Federal government contract or subcontract are protected under Federal law from

discrimination on the following bases:

RACE, COLOR, RELIGION, SEX, NATIONAL ORIGIN

Executive Order 11246, as amended, prohibits job discrimination on the basis of race, color, religion, sex or national origin, and requires

affirmative action to ensure equality of opportunity in all aspects of employment.

INDIVIDUALS WITH DISABILITIES

Section 503 of the Rehabilitation Act of 1973, as amended, protects qualified individuals from discrimination on the basis of disability in

hiring, promotion, discharge, pay, fringe benefits, job training, classification, referral, and other aspects of employment. Disability

discrimination includes not making reasonable accommodation to the known physical or mental limitations of an otherwise qualified individual

with a disability who is an applicant or employee, barring undue hardship. Section 503 also requires that Federal contractors take affirmative

action to employ and advance in employment qualified individuals with disabilities at all levels of employment, including the executive level.

DISABLED, RECENTLY SEPARATED, OTHER PROTECTED, AND ARMED FORCES SERVICE MEDAL VETERANS

The Vietnam Era Veterans’ Readjustment Assistance Act of 1974, as amended, 38 U.S.C. 4212, prohibits job discrimination and requires

affirmative action to employ and advance in employment disabled veterans, recently separated veterans (within three years of discharge or release

from active duty), other protected veterans (veterans who served during a war or in a campaign or expedition for which a campaign badge has

been authorized), and Armed Forces service medal veterans (veterans who, while on active duty, participated in a U.S. military operation for

which an Armed Forces service medal was awarded).

RETALIATION

Retaliation is prohibited against a person who files a complaint of discrimination, participates in an OFCCP proceeding, or otherwise opposes

discrimination under these Federal laws.

Any person who believes a contractor has violated its nondiscrimination or affirmative action obligations under the authorities above should

contact immediately:

The Office of Federal Contract Compliance Programs (OFCCP), U.S. Department of Labor, 200 Constitution Avenue, N.W., Washington,

D.C. 20210, 1-800-397-6251 (toll-free) or (202) 693-1337 (TTY). OFCCP may also be contacted by e-mail at OFCCP-Public@dol.gov, or by

calling an OFCCP regional or district office, listed in most telephone directories under U.S. Government, Department of Labor.

Programs or Activities Receiving Federal Financial Assistance

RACE, COLOR, NATIONAL ORIGIN, SEX

In addition to the protections of Title VII of the Civil Rights Act of 1964, as amended, Title VI of the Civil Rights Act of 1964, as amended,

prohibits discrimination on the basis of race, color or national origin in programs or activities receiving Federal financial assistance. Employment

discrimination is covered by Title VI if the primary objective of the financial assistance is provision of employment, or where employment

discrimination causes or may cause discrimination in providing services under such programs. Title IX of the Education Amendments of 1972

prohibits employment discrimination on the basis of sex in educational programs or activities which receive Federal financial assistance.

INDIVIDUALS WITH DISABILITIES

Section 504 of the Rehabilitation Act of 1973, as amended, prohibits employment discrimination on the basis of disability in any program or

activity which receives Federal financial assistance. Discrimination is prohibited in all aspects of employment against persons with disabilities

who, with or without reasonable accommodation, can perform the essential functions of the job.

If you believe you have been discriminated against in a program of any institution which receives Federal financial assistance, you should

immediately contact the Federal agency providing such assistance.

EEOC 9/02 and OFCCP 8/08 Versions Useable With 11/09 Supplement

EEOC-P/E-1 (Revised 11/09)

EMERGENCY NUMBERS

CALL 911

POLICE: ____________________________________

AMBULANCE: ______________________________

PHYSICIAN: ________________________________

HOSPITAL:__________________________________

FIRE DEPARTMENT:__________________________

POISON CONTROL: __________________________

OSHA: ____________________________________

PAY DAY NOTICE

PAY DAY IS ON:

❏ MONDAY

❏ FRIDAY

❏ TUESDAY

❏ SATURDAY

❏ WEDNESDAY
❏ SUNDAY

❏ THURSDAY

PAY SCHEDULE IS:

❏ WEEKLY

❏ SEMI MONTHLY

❏ BIWEEKLY

❏ MONTHLY

❏ _____________

PAYCHECKS ARE ISSUED ON THE:

___________ AND ___________ OF THE MONTH

AT:_______________________________________

TIME:_____________________________________
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All workers have the right to:

A safe workplace.

Raise a safety or health concern with 

your employer or OSHA, or report a work-

related injury or illness, without being 

retaliated against. 

Receive information and training on job 

hazards, including all hazardous substances in 

your workplace. 

Request an OSHA inspection of your

workplace if you believe there are unsafe or 

unhealthy conditions. OSHA will keep your 

Y
name confidential. Yoou have the right to have a 

representative contact OSHA on your behalf.

Participate (or have your representative

participate) in an OSHA inspection and 

speak in private to the inspector.

File a complaint with OSHA within 30 days 

(by phone, online or by mail) if you have been 

retaliated against for using your rights. 

Em
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mployers must:

Provide employees a workplace free from 

recognized hazards. It is illegal to retaliate 

against an employee for using any of their 

rights under the law, including raising a health 

and safety concern with you or with OSHA, or 

reporting a work-related injury or illness.

Comply with all applicable OSHA standards.

Report to OSHA all work-related 

fatalities within 8 hours, and all inpatient

hospitalizations, amputations and losses 

of an eye within 24 hours.

Provide required training to all workers in a

language and vocabulary they can understand. 

Prominently display this poster in the workplace.

Post OSHA citations at or near the place of

the alleged violations.

T
REE ASSISTAANCE to identify and correct 

zards is available to small and medium-
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Contact OSHA. W
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I l l inois Department of Employment Security

NOTICE
 
 
The Illinois Unemployment Insurance Act provides for the payment of benefits to eligible unemployed 

workers and for the collection of employer contributions from liable employers. It is designed to provide 

living expenses while new employment is sought. Claims should be filed as soon as possible after 

separation from employment. Claims can be filed online at www.ides.illinois.gov or at the nearest 

Illinois Department of Employment Security office to the worker’s home. To be eligible for benefits, an 

unemployed individual must be available for work, able to work and actively seeking work and, in 

addition, must not be disqualified under any provisions of the Illinois Unemployment Insurance Act. 

 
Each employer shall deliver the pamphlet “What Every Worker Should Know About Unemployment 

Insurance” to each worker separated from employment for an expected duration of seven or more days. 

The pamphlet shall be delivered to the worker at the time of separation or, if delivery is impracticable, 

mailed within five days after the date of the separation to the worker’s last known address. Pamphlets 

shall be supplied by the Illinois Department of Employment Security to each employer without cost. 

 
A claimant may also be entitled to receive, in addition to the weekly benefit amount, an allowance for 

a non-working spouse or a dependent child or children. The allowance is a percentage of the average 

weekly wage of the claimant in his or her base period. The weekly benefit amount plus any allowance 

for a dependent make up the total amount payable. 

 
If, during a calendar week an employee does not work full-time because of lack of work, he or she may 

be eligible for partial benefits if the wages earned in such calendar week are less than his or her weekly 

benefit amount. For any such week, employers should provide employees with a statement of “low 

earnings” which should be taken to their Illinois Department of Employment Security office. 

 
NOTE: Illinois unemployment insurance benefits are paid from a trust fund to which only 

employers contribute. No deductions may be made from the wages of workers for this purpose. 

 
Unemployment insurance information is available from any Illinois Department of Employment 

Security office. To locate the office nearest you, call 1-800-244-5631 or access the locations 

though our website at www.ides.illinois.gov. 

 
 
 
Every claimant who files a new claim for unemployment insurance benefits must serve an unpaid waiting 

week for which he has filed and is otherwise eligible. 

 
The claimant’s weekly benefit amount is usually a percentage of the worker’s average weekly wage. The 

worker’s average weekly wage is computed by dividing the wages paid during the two highest quarters 

of the base period by 26. The maximum weekly benefit amount is a percentage of the statewide average 

weekly wage. The minimum weekly benefit amount is $51. The statewide average weekly wage is 

calculated each year. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
In order to be monetarily eligible, a claimant must be paid a minimum of $1,600 during the base period 

with at least $440 of that amount being paid outside the highest calendar quarter. 

 
If you have been awarded temporary total disability benefits under a workers’ compensation act or 

other similar acts, or if you only have worked within the last few months, your base period may be 

determined differently. Contact your local IDES office for more information. 

 
 
 
Each employee who receives tips must report these tips to employers on a written statement or on Form 

UC-51, “Employee’s Report of Tips,” in duplicate. Employers can furnish this form on request. The report 

shall be submitted on the day the wages are paid, or not later than the next payday, and shall include 

the amount of tips received during the pay period. 

 
 
 
Unemployment insurance benefits are taxable if you are required to file a state or federal income tax 

return. You may choose to have federal and/or Illinois state income tax withheld from your weekly 

benefits. Since benefits are not subject to mandatory income tax withholding, if you do not choose to 

withhold, you may be required to make estimated tax payments using Internal Revenue Service Form 

1040 ES and Illinois Department of Revenue Form IL 1040 ES. 

 
For additional information, call these toll-free numbers: 

Internal Revenue Service 1-800-829-1040. 

Illinois Department of Revenue 1-800-732-8866.

This poster fulfills all posting requirements for the Illinois Department of Employment Security. 

EMPLOYERS ARE REQUIRED TO POST THIS NOTICE IN A CONSPICUOUS PLACE FOR ALL EMPLOYEES. 

Printed by the Authority of the State of Illinois Stock Number 4427/BEN-57 (rev. 8/12)

If Your Benefit Year Begins:           
             

            Y
our Base Period Will Be:

This year between:

Last year between: 

Jan. 1 and March 31

Jan. 1 and Sept. 30 and 

the year before between 

Oct. 1 and Dec. 31

FILING A CLAIM

to workers about 

Unemployment 

Insurance Benefits

THE POSTING OF THIS NOTICE IS REQUIRED BY THE ILLINOIS UNEMPLOYMENT INSURANCE ACT.

BENEFITS

This year between:

Last year between: 

April 1 and June 30

Jan. 1 and Dec. 31

This year between:

Last year between: 

July 1 and Sept. 30

April 1 and Dec. 31 and 

this year between 

Jan. 1 and March 31

This year between:

Last year between: 

Oct. 1 and Dec. 31

July 1 and Dec. 31 and 

this year between 

Jan. 1 and June 30

REPORTING TIPS

TAXATION OF BENEFITS

WH1088 REV 07/16

EMPLOYEE RIGHTS

UNDER THE FAIR LABOR STANDARDS ACT

OVERTIME PAY

ADDITIONAL

INFORMATION

ENFORCEMENT

TIP CREDIT

NURSING

MOTHERS

CHILD LABOR

At least 1½ times the regular rate of pay for all hours worked over 40 in a workweek.

An employee must be at least 16 years old to work in most non-farm jobs and at least 18 to work in non-farm jobs declared hazardous by the Secretary of Labor. Youths 14

and 15 years old may work outside school hours in various non-manufacturing, non-mining, non-hazardous jobs with certain work hours restrictions. Different rules apply in

agricultural employment.

Employers of “tipped employees” who meet certain conditions may claim a partial wage credit based on tips received by their employees. Employers must pay tipped

employees a cash wage of at least $2.13 per hour if they claim a tip credit against their minimum wage obligation. If an employee’s tips combined with the employer’s cash

wage of at least $2.13 per hour do not equal the minimum hourly wage, the employer must make up the difference.

The FLSA requires employers to provide reasonable break time for a nursing mother employee who is subject to the FLSA’s overtime requirements in order for the employee

to express breast milk for her nursing child for one year after the child’s birth each time such employee has a need to express breast milk. Employers are also required to

provide a place, other than a bathroom, that is shielded from view and free from intrusion from coworkers and the public, which may be used by the employee to express

breast milk.

The Department has authority to recover back wages and an equal amount in liquidated damages in instances of minimum wage, overtime, and other violations. The

Department may litigate and/or recommend criminal prosecution. Employers may be assessed civil money penalties for each willful or repeated violation of the minimum

wage or overtime pay provisions of the law. Civil money penalties may also be assessed for violations of the FLSA’s child labor provisions. Heightened civil money penalties

may be assessed for each child labor violation that results in the death or serious injury of any minor employee, and such assessments may be doubled when the violations

are determined to be willful or repeated. The law also prohibits retaliating against or discharging workers who file a complaint or participate in any proceeding under the FLSA.

• Certain occupations and establishments are exempt from the minimum wage, and/or overtime pay provisions.

• Special provisions apply to workers in American Samoa, the Commonwealth of the Northern Mariana Islands, and the Commonwealth of Puerto Rico.

• Some state laws provide greater employee protections; employers must comply with both.

• Some employers incorrectly classify workers as “independent contractors” when they are actually employees under the FLSA. It is important to know the difference

between the two because employees (unless exempt) are entitled to the FLSA’s minimum wage and overtime pay protections and correctly classified independent

contractors are not.

• Certain full-time students, student learners, apprentices, and workers with disabilities may be paid less than the minimum wage under special certificates issued by the

Department of Labor.

FEDERAL MINIMUM WAGE

$7.25
BEGINNING JULY 24, 2009

PER HOUR

The law requires employers to display this poster where employees can readily see it.

Minimum Wage $8.25 per hour

and Overtime

• Coverage: Applies to employers with 4 or more

employees.  Certain workers are not covered by the

Minimum Wage Law and some workers may be paid

less than the minimum wage under limited conditions.

For more information, visit our website.

• Tipped Employees: Must be paid at least 60% of the

applicable minimum wage.  If an employee’s tips

combined with the wages from the employer do not

equal the minimum wage, the employer must make

up the difference.

• Overtime: Most hourly employees and some salaried

employees are covered by the overtime law and

must be compensated at time and one-half of their

regular pay for hours worked over 40 in a workweek.

Hotline:  1-800-478-3998

Unpaid Wages

Wage Payment and Collection Act

• Employees must receive their final compensation,

including earned wages, vacation pay, commissions

and bonuses on their next regularly scheduled payday.

• Unauthorized deductions from paychecks are not

allowed except as specified by law.

Phone: 312-793-2808

Equal Pay for Equal Work

Equal Pay Act

Requires employers to pay equal wages to men and

women doing the same or substantially similar work,

unless such wage differences are based upon a seniority

system, a merit system, or factors other than gender. 

Hotline:  1-866-EPA-IDOL

Domestic or Sexual Violence Leave

Victims’ Economic Security and Safety Act

Provides employees who are victims of domestic or

sexual violence, or who have family members who are

victims, with up to 12 weeks of unpaid leave during a

12-month period.

Phone:  312-793-6797

Meal and Rest Periods

One Day Rest in Seven Act

• Provides employees with 24 consecutive hours of

rest each calendar week.

• Employers may obtain permits from the Department

allowing employees to voluntarily work seven

consecutive days.

• Employees working 71/2 continuous hours must be

allowed a meal period of at least 20 minutes no later

than 5 hours after the start of work.

Phone:  312-793-2804

Child Labor

Workers under Age 16

• Children under the age of 14 may not work in most

jobs, except under limited conditions.

• 14 and 15-year-olds may work if the following

requirements are met:

• Employment certificates have been issued by the

school district and filed with the Department of

Labor confirming that a minor is old enough to

work, physically capable to perform the job, and

that the job will not interfere with the minor’s

education;

• The work is not deemed a hazardous occupation

(a full listing can be found on our website);

• Work is limited to 3 hours per day on school days,

8 hours per day on non-school days and no more

than 6 days or 48 hours per week; 

• Work is performed only between the hours of 7 a.m.

to 7 p.m. during the school year (7 a.m. to 9 p.m.

June through September); and

• A 30-minute meal period is provided no later than

the fifth hour of work.

Hotline:  1-800-645-5784
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Your Rights Under

Illinois Employment Laws

Your Rights Under

Illinois Employment Laws

This is a summary of laws that satisfies Illinois Department of Labor posting requirements.  For a complete text of the laws, visit our website at:

www.labor.illinois.gov

For more information or to file a complaint, contact us at:

160 N. LaSalle St, Suite C-1300, Chicago, IL 60601 • Chicago 312.793.2800 • Springfield 217.782.6206 • Marion 618.993.7090

.

THIS POSTER MUST BE DISPLAYED WHERE EMPLOYEES CAN EASILY SEE IT.

LABORLLAABBOORR
I l l i n o i s  D e p a r t m e n t  o f

State of Illinois

Department of Labor

PREGNANCY and your RIGHTS

in the WORKPLACE

Are you pregnant, recovering from childbirth, or do you have a medical or

common condition related to pregnancy?

If so, you have the right to:

• Ask your employer for a reasonable accommodation for your pregnancy, such as more frequent bathroom breaks,

assistance with heavy work, a private space for expressing milk, or time off to recover from your pregnancy.

• Reject an unsolicited accommodation offered by your employer for your pregnancy.

• Continue working during your pregnancy if a reasonable accommodation is available which would allow you to

continue performing your job.

Your employer cannot:

• Discriminate against you because of your pregnancy.

• Retaliate against you because you requested a reasonable accommodation.

It is illegal for your employer to fire you, refuse to hire you or to refuse to provide you with a reasonable accommodation

because of your pregnancy. For more information regarding your rights, download the Illinois Department of Human

Rights’ fact sheet from our website at www.illinois.gov/dhr

Es ilegal que su empleador la despida, se niegue a contratarla o a proporcionarle una adaptación razonable a

causa de su embarazo. Para obtener información sobre el embarazo y sus derechos en el lugar de trabajo en

español, visite: www.illinois.gov/dhr

For immediate help or if you have questions

regarding your rights.

Call (312) 814-6200 or (217) 785-5100 or (866) 740-3953 (TTY)

CHICAGO OFFICE

100 West Randolph Street,

10th Floor

Intake Unit

Chicago, IL 60601

(312) 814-6200

SPRINGFIELD OFFICE

222 South College St.,

Room 101-A

Intake Unit

Springfield, IL 62704

(217) 785-5100

The charge process may be initiated by completing the form at:

http://www.illinois.gov/dhr

Printed by the Authority of the State of Illinois . IDHR ENG . web . (02/17) . IOCI17-0405

WORKERS’ COMPENSATION 

is a system of benefits provided by law to most workers who have job-related injuries or 

illnesses. Benefits are paid for injuries that are caused, in whole or in part, by an employee’s 

work. This may include the aggravation of a pre-existing condition, injuries brought on by the 

repetitive use of a part of the body, heart attacks, or any other physical problem caused by work. 

Benefits are paid regardless of fault. 

 
IF YOU HAVE A WORK-RELATED INJURY OR ILLNESS, TAKE THE FOLLOWING STEPS: 

 
1. GET MEDICAL ASSISTANCE: By law, your employer must pay for all necessary medical services 

required to cure or relieve the effects of the injury or illness. Where necessary, the employer must also 

pay for physical, mental, or vocational rehabilitation, within prescribed limits. The employee may choose 

two physicians, surgeons, or hospitals. If the employer notifies you that it has an approved Preferred 

Provider Program for workers’ compensation, the PPP counts as one of your two choices of providers. 

 
2. NOTIFY YOUR EMPLOYER: You must notify your employer of the accidental injury or illness within 45 

days, either orally or in writing. To avoid possible delays, it is recommended the notice also include your 

name, address, telephone number, Social Security number, and a brief description of the injury or illness. 

 
3. LEARN YOUR RIGHTS: Your employer is required by law to report accidents that result in more than 

three lost work days to the Workers’ Compensation Commission. Once the accident is reported, you 

should receive a handbook that explains the law, benefits, and procedures. If you need a handbook, 

please call the Commission or go to the Web site. 

If you must lose time from work to recover from the injury or illness, you may be entitled to receive weekly 

payments and necessary medical care until you are able to return to work that is reasonably available to 

you. 
It is against the law for an employer to harass, discharge, refuse to rehire or in any way discriminate 

against an employee for exercising his or her rights under the Workers’ Compensation or Occupational 

Diseases Acts. If you file a fraudulent claim, you may be penalized under the law. 

 
4. KEEP WITHIN THE TIME LIMITS: Generally, claims must be filed within three years of the injury or 

disablement from an occupational disease, or within two years of the last workers’ compensation payment, 

whichever is later. Claims for pneumoconiosis, radiological exposure, asbestosis, or similar diseases 

have special requirements. 

Injured workers have the right to reopen their case within 30 months after an award is made if the disability 

increases, but cases that are resolved by a lump-sum settlement contract approved by the Commission 

cannot be reopened. Only settlements approved by the Commission are binding. 

 
For more information, go to the Illinois Workers’ Compensation Commission’s Web site or call any office:

ICPN 10/11 

Ref.: 820 ILCS 305/8

BY LAW, EMPLOYERS MUST DISPLAY THIS NOTICE IN A PROMINENT PLACE IN 

EACH WORKPLACE AND COMPLETE THE INFORMATION BELOW. 

Party handling workers’ 

compensation claims 

Business address 

Business phone 

Effective date

Termination date 

Policy number

Employer’s FEIN

Toll-free: 866/352-3033 

Chicago: 312/814-6611 

Peoria: 309/671-3019 

Springfield: 217/785-7087 

Web site: www.iwcc.il.gov 

Collinsville: 618/346-3450 

Rockford: 815/987-7292 

TDD (Deaf): 312/814-2959

COPYRIGHT 1998© COMPLIANCE POSTER COMPANY™. ALL RIGHTS RESERVED.

Compliance Poster Company™

TO REORDER CALL: 1-800-817-7678 

WWW.COMPLIANCEPOSTER.COM

PRODUCT (IL) # 83713
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

 











 

















































 


















      

       





 




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Por lo menos tiempo y medio (1½) de la tasa regular de pago por todas las horas trabajadas en exceso de 40

en una semana laboral.El empleado tiene que tener por lo menos 16 años para trabajar en la mayoría de los trabajos no agrícolas y

por lo menos 18 años para trabajar en los trabajos no agrícolas declarados peligrosos por la Secretaría de

Trabajo. Los menores de 14 y 15 años pueden trabajar fuera del horario escolar en varias ocupaciones que no

sean de manufactura, de minería, y que no sean peligrosas con ciertas restricciones al horario de trabajo. Se

aplican distintos reglamentos al empleo agrícola.

Los empleadores de “empleados que reciben propinas” que cumplan con ciertas condiciones, pueden

reclamar un crédito de salario parcial basado en las propinas recibidas por sus empleados. Los empleadores

les tienen que pagar a los empleados que reciben propinas un salario en efectivo de por lo menos $2.13

por hora si ellos reclaman un crédito de propinas contra su obligación de pagar el salario mínimo. Si las

propinas recibidas por el empleado combinadas con el salario en efectivo de por lo menos $2.13 por hora del

empleador no equivalen al salario mínimo por hora, el empleador tiene que compensar la diferencia.

La FLSA exige que los empleadores le proporcionen un tiempo de descanso razonable a la empleada que sea

madre lactante y que esté sujeta a los requisitos de sobretiempo de la FLSA, para que la empleada se extraiga

leche manualmente para su niño lactante por un año después del nacimiento del niño, cada vez que dicha

empleada tenga la necesidad de extraerse leche. A los empleadores también se les exige que proporcionen

un lugar, que no sea un baño, protegido de la vista de los demás y libre de la intrusión de los compañeros de

trabajo y del público, el cual pueda ser utilizado por la empleada para extraerse leche.

El Departamento tiene la autoridad de recuperar salarios retroactivos y una cantidad igual en daños y

perjuicios en casos de incumplimientos con el salario mínimo, sobretiempo y otros incumplimientos. El

Departamento puede litigar y/o recomendar un enjuiciamiento criminal. A los empleadores se les pueden

imponer sanciones pecuniarias civiles por cada incumplimiento deliberado o repetido de las disposiciones

de la ley del pago del salario mínimo o de sobretiempo. También se pueden imponer sanciones pecuniarias

civiles por incumplimiento con las disposiciones de la FLSA sobre el trabajo de menores de edad. Además,

se pueden imponer sanciones pecuniarias civiles incrementadas por cada incumplimiento con el trabajo de

menores que resulte en la muerte o una lesión seria de un empleado menor de edad, y tales avaluaciones

pueden duplicarse cuando se determina que los incumplimientos fueron deliberados o repetidos. La ley

también prohíbe tomar represalias o despedir a los trabajadores que presenten una queja o que participen en

cualquier proceso bajo la FLSA.
• Ciertas ocupaciones y ciertos establecimientos están exentos de las disposiciones del salario mínimo, y/o

de las disposiciones del pago de sobretiempo.

• Se aplican disposiciones especiales a trabajadores de Samoa Americana, del Estado Libre Asociado de las

Islas Marianas del Norte y del Estado Libre Asociado de Puerto Rico.

• Algunas leyes estatales proporcionan protecciones más amplias a los trabajadores; los empleadores tienen

que cumplir con ambas.
• Algunos empleadores clasifican incorrectamente a sus trabajadores como “contratistas independientes”

cuando en realidad son empleados según la FLSA. Es importante conocer la diferencia entre los dos porque

los empleados (a menos que estén exentos) tienen derecho a las protecciones del salario mínimo y del

pago de sobretiempo bajo la FLSA y los contratistas correctamente clasificados como independientes no lo

tienen.• A ciertos estudiantes de tiempo completo, estudiantes alumnos, aprendices, y trabajadores con

discapacidades se les puede pagar menos que el salario mínimo bajo certificados especiales expedidos por

el Departamento de Trabajo.

 
 

 
  

 
  

   

   
    

 
  

   

 

 
 

                 
       

 

 
             

   
  

           
  

 

   
  

  
              

     
  

    

   
       

 
   

 
  

   
  

   
  

         
 

   

 
       

   
              

    
   

    
   

 
   

 
              

  
    

  
   

  
     

  
    

 
   

    
       

  
    

  
  

  
    

    
  

       
   

  
   

 
     

        
           

   
       

  
   

  
 

 
   

  
  

   
     

    
    

 
  

  
    

  
 

   
    

 
 

    

  
   

           
 

   
 

 
   

  

        
   

   
 

 
  

   
     

           
      

  
   

   
  

 

   
   

  
   

  
     

  
 

   

 
   

  
   

   
    

    

  
 

  
   

    
    

       
   

  
 

 
     

  
     

 
 

 
   

  
 

   
  

     
 

 

      
     

  
   

        
      

 
  

   

  
   

 
 

 
  

  
           

 

   
  

 
 

 
    

  

 

  
   

 
  

 
  

   

 

 

 
 

                 
      

 
 

             
   

  
   

       
  

 
 

   
  

 

              
     

 
     

   
       

 
 

 
 

  
   

  
   

  
 

       
 

   
  

     

 
   

              
  

 
   

     
   

 
   

 
 

            
  

      

   
       

  
    

 
   

   

       
  

       
  

 

    
    

  
       

  

  
    

 
     

       

           
   

         

   
  

 
 

   
  

  
   

     
 

  
    

 
   

  
  

 
  

 
   

    
 

 
  

 
 

  
   

           

   
 

 
   

   
     

  
   

   
 

 
  

  

     
            

    

 
  

   
   

  
  

 

 
   

  
   

  
     

 

 
   

 
   

  
   

   
   

    
  

 
  

   
    

   

       
   

  
 

 
     

  
  

  
 

 
 

   
  

 
  

  
     

 
  

      
 

   
  

   
        

  

   
 

 
  

   

  
   

 
 

 
  

  
 

         
 

 
   

 

   
    

 
  

  

 
 

 
    

  

 
  

   
 

  
 

  
   

 

Departamento de Trabajode los EE. UU.

Administración de  Seguridad y Salud Ocupacional

Seguridad y Salud en el Trabajo¡ES LA LEY!Todos los trabajadores tienen el derecho a:

 Un lugar de trabajo seguro.  Decir algo a su empleador o la OSHA sobre 

preocupaciones de seguridad o salud, o 

reportar una lesión o enfermedad en el 

trabajo, sin sufrir represalias.  Recibir información y entrenamiento sobre 

los peligros del trabajo, incluyendo sustancias 

toxicas en su sitio de trabajo.  Pedirle a la OSHA inspeccionar su lugar de 

trabajo si usted cree que hay condiciones 

peligrosas o insalubres. Su información es 

confidencial. Algún representante suyo puede 

comunicarse con OSHA a su nombre.
 Participar (o su representante puede 

participar) en la inspección de OSHA y hablar 

en privado con el inspector.  Presentar una queja con la OSHA dentro 

de 30 días (por teléfono, por internet, o por 

correo) si usted ha sufrido represalias por 

ejercer sus derechos.  Ver cualquieras citaciones de la OSHA 

emitidas a su empleador.  Pedir copias de sus registros médicos, 

pruebas que miden los peligros en el trabajo, 

y registros de lesiones y enfermedades 

relacionadas con el trabajo.

Los empleadores deben: Proveer a los trabajadores un lugar de trabajo 

libre de peligros reconocidos. Es ilegal 

discriminar contra un empleado quien ha 

ejercido sus derechos bajo la ley, incluyendo 

hablando sobre preocupaciones de seguridad o 

salud a usted o con la OSHA, o por reportar una 

lesión o enfermedad relacionada con el trabajo. 

 Cumplir con todas las normas aplicables 

de la OSHA. 
 Reportar a la OSHA todas las fatalidades 

relacionadas con el trabajo dentro de 8 horas, 

y todas hospitalizaciones, amputaciones y la 

perdida de un ojo dentro de 24 horas. 
 Proporcionar el entrenamiento requerido 

a todos los trabajadores en un idioma y 

vocabulario que pueden entender. 
 Mostrar claramente este cartel en el lugar 

de trabajo. 
 Mostrar las citaciones de la OSHA acerca del 

lugar de la violación alegada.Los empleadores de tamaño pequeño y mediano 

pueden recibir ASISTENCIA GRATIS para 

identificar y corregir los peligros sin citación o 

multa, a través de los programas de consultación 

apoyados por la OSHA en cada estado. 

Este cartel está disponible de la OSHA para gratis.

Llame OSHA. Podemos ayudar.


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DERECHOS DE LA LICENCIALos empleados elegibles que trabajan para un empleador sujeto a esta ley

pueden tomarse hasta 12 semanas de licencia sin paga y sin perder su

empleo durante un período de 12 meses por las siguientes razones:

• El nacimiento de un hijo o la colocación de un hijo en adopción o

en hogar de crianza;
• Para establecer lazos afectivos con un niño (la licencia tiene que

ser tomada dentro del primer año del nacimiento o de la colocación

del niño);• Para cuidar al cónyuge del empleado, al hijo, o al padre que tenga

una condición seria de salud que califique;

• Debido a una condición seria de salud que califique del empleado

mismo y que resulte en que el empleado no pueda realizar su

trabajo;• Por exigencias que califiquen relacionadas con el despliegue al

extranjero de un miembro de las fuerzas armadas que sea cónyuge

del empleado, hijo o padre.
Un empleado elegible que es cónyuge, hijo, padre o familiar más cercano

del miembro de las fuerzas armadas que está cubierto, puede tomarse

hasta 26 semanas de licencia bajo la Ley de Ausencia Familiar y Médica

(FMLA, por sus siglas en inglés) en un periodo único de 12 meses para

cuidar al miembro de las fuerzas armadas que tenga una lesión o

enfermedad seria.El empleado no tiene que tomarse toda la licencia seguida de una sola vez.

Cuando es medicamente necesario o de otra manera permitido, los

empleados pueden tomarse la licencia de forma intermitente o en una

jornada reducida.Los empleados pueden elegir, o un empleador puede exigir, el uso de

licencias pagadas acumuladas mientras se toman la licencia bajo la FMLA.

Si el empleado sustituye la licencia pagada acumulada por la licencia bajo

la FMLA, el empleado tiene que cumplir con las políticas de pago de

licencias normales del empleador.
BENEFICIOS Y PROTECCIONES

Mientras los empleados estén de licencia bajo la FMLA, los empleadores

tienen que continuar con la cobertura del seguro de salud como si los

empleados no estuvieran de licencia.
Después de regresar de la licencia bajo la FMLA, a la mayor parte de los

empleados se les tiene que restablecer al mismo trabajo o uno

casiidéntico, con el pago, los beneficios y otros términos y otras

condiciones de empleo equivalentes.
El empleador no puede interferir con los derechos de la FMLA de un

individuo o tomar represalias contra alguien por usar o intentar de usar la

licencia bajo la FMLA, por oponerse a cualquier práctica ilegal hecha por la

FMLA, o por estar involucrado en un procedimiento según o relacionado

con la FMLA.REQUISITOS DE ELEGIBILIDAD
Un empleado que trabaja para un empleador bajo el alcance tiene que

cumplir con tres criterios para poder ser elegible para una licencia bajo la

FMLA. El empleado tiene que:• Haber trabajado para el empleador por lo menos 12 meses;

• Tener por lo menos 1,250 horas de servicio en los 12 meses

previos a tomar la licencia*; y
• Trabajar en un lugar donde el empleador tenga al menos 50

empleados dentro de 75 millas del lugar de trabajo del empleado.

*Requisitos especiales de “horas de servicio” se aplican a empleados de

una tripulación de una aerolínea.
PEDIDO DE LA LICENCIAEn general, los empleados tienen que pedir la licencia necesaria bajo la

FMLA con 30 días de anticipación. Si no es posible avisar con 30 días de

anticipación, el empleado tiene que notificar al empleador lo más pronto

posible y, generalmente, seguir los procedimientos usuales del empleador.

Los empleados no tienen que informar un diagnóstico médico, pero tienen

que proporcionar información suficiente para que el empleador pueda

determinar si la ausencia califica bajo la protección de la FMLA. La

información suficiente podría incluir informarle al empleador que el

empleado está o estará incapacitado para realizar sus funciones laborales,

que un miembro de la familia no puede realizar las actividades diarias, o

que una hospitalización o un tratamiento médico de seguimiento es

necesario. Los empleados tienen que informar al empleador si la necesidad

de la licencia es por una razón por la cual la licencia bajo la FMLA fue

previamente tomada o certificada.

Los empleadores pueden exigir un certificado o una recertificación

periódica que respalde la necesitad para la licencia. Si el empleador

determina que la certificación está incompleta, tiene que proporcionar un

aviso por escrito indicando qué información adicional se requiere.

RESPONSABILIDADES DEL EMPLEADOR
Una vez que el empleador sepa que la necesidad para la licencia del

empleado es por una razón que pueda calificar bajo la FMLA, el empleador

tiene que notificar al empleado si él o ella es elegible para una licencia bajo

FMLA y, si es elegible, también tiene que proporcionar un aviso de los

derechos y las responsabilidades según la FMLA. Si el empleado no es

elegible, el empleador tiene que brindar una razón por la cual no es

elegible.
Los empleadores tienen que notificar a sus empleados si la ausencia será

designada como licencia bajo la FMLA, y de ser así, cuánta ausencia será

designada como licencia bajo la FMLA.

CUMPLIMIENTOLos empleados pueden presentar un reclamo ante el Departamento de

Trabajo de EE. UU., la División de Horas y Salarios, o pueden presentar una

demanda privada contra un empleador.

La FMLA no afecta a ninguna ley federal o estatal que prohíba la

discriminación ni sustituye a ninguna ley estatal o local o convenio

colectivo de negociación que proporcione mayores derechos de ausencias

familiares o médicas.
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Ref.: 29 USC, Ch. 28, Sec. 2619

La Igualdad de Oportunidades en el Empleo es LA LEY

Empleadores privados, autoridades locales y estatales, instituciones

educativas, agencias de empleo y organizaciones laborales

Los solicitantes de empleo y los empleados de la mayoría de los empleadores

privados, autoridades locales y estatales, instituciones educativas, agencias de

empleo y organizaciones laborales están protegidos conforme a la ley federal

contra la discriminación por cualquiera de los siguientes motivos:

RAZA, COLOR, RELIGIÓN, SEXO, ORIGEN NACIONAL

El Título VII de la Ley de Derechos Civiles de 1964, y sus enmiendas, protege a

los solicitantes de empleo y a los empleados contra la discriminación en la

contratación, ascenso, despido, sueldo, beneficios adicionales, capacitación

laboral, clasificación, referencia, y otros aspectos del empleo, debido a la raza,

color, religión, sexo (incluido el embarazo) u origen nacional. La discriminación

religiosa incluye el no realizar los arreglos razonables para las prácticas religiosas de

un empleado, cuando tales arreglos no impongan una dificultad indebida.

DISCAPACIDADEl Título I y el Título V de la Ley de Estadounidenses con Discapacidades de

1990, y sus enmiendas, protegen a los individuos que califiquen contra la

discriminación por una discapacidad en la contratación, ascenso, despido, sueldo,

beneficios adicionales, capacitación laboral, clasificación, referencia, y otros

aspectos del empleo. La discriminación por discapacidad incluye el no realizar los

arreglos razonables para las limitaciones mentales o físicas conocidas de un

individuo con una discapacidad quien solicite empleo o sea empleado, salvo que

implique una dificultad indebida.
EDAD

La Ley Contra la Discriminación por Edad en el Empleo de 1967, y sus

enmiendas, protége a los solicitantes de empleo y a los empleados que tengan 40

años de edad o más contra la discriminación por la edad en la contratación,

ascenso, despido, sueldo, beneficios adicionales, capacitación laboral, clasificación,

referencia, y otros aspectos del empleo.

SEXO (SALARIOS)Adicionalmente a la prohibición de la discriminación por sexo estipulada en el

Título VII de la Ley de Derechos Civiles, y sus enmiendas, la Ley de Igualdad

Salarial de 1963, y sus enmiendas, prohíbe la discriminación por sexo en el pago

de salarios a los hombres y mujeres que realicen un trabajo sustancialmente

similar, en empleos que requieran iguales destrezas, esfuerzos y responsabilidades,

bajo condiciones laborales similares, en el mismo establecimiento.

GENÉTICAEl Título II de la Ley contra la Discriminación por Información Genética de 2008

(GINA) protege a los solicitantes de empleo y a los empleados contra la

discriminación con basada en información genética, en la contratación, ascenso,

despido, sueldo, beneficios adicionales, capacitación laboral, clasificación,

referencia, y otros aspectos del empleo. GINA también restringe la adquisición de

la información genética por parte de los empleadores y limita estrictamente la

divulgación de la información genética. La información genética incluye la

información sobre las pruebas genéticas de los solicitantes de empleo, los

empleados o sus familiares; la manifestación de enfermedades o desordenes en los

familiares (historial médico familiar); y las solicitudes o recibo de servicios

genéticos por los solicitantes de empleo, los empleados o sus familiares.

REPRESALIATodas estas leyes federales prohíben a las entidades cubiertas tomar represalias

contra una persona que presente un cargo de discriminación, participe en un

procedimiento de discriminación o se oponga a una práctica laboral ilegal.

QUÉ DEBE HACER SI CONSIDERA QUE HA OCURRIDO UNA DISCRIMINACIÓN

Hay límites estrictos de tiempo para presentar cargos de discriminación en el

empleo. Para conservar la capacidad del EEOC de actuar en su nombre y para

proteger su derecho de presentar una demanda privada, en caso de que en última

instancia lo necesite, usted debe comunicarse con el EEOC de manera oportuna

cuando sospeche de la discriminación:

La Comisión para la Igualdad de Oportunidades en el Empleo de los EE.UU.

(EEOC), 1-800-669-4000 (número gratuito) o 1-800-669-6820 (número TTY

gratuito para las personas con dificultades auditivas). La información de las

oficinas de campo del EEOC está disponible en www.eeoc.gov o en la mayoría de

los directorios telefónicos en la sección de Gobierno de los EE.UU. o Gobierno

Federal. Puede encontrar información adicional sobre el EEOC, incluida la

información sobre la presentación de cargos, en www.eeoc.gov.

Empleadores que tengan contratos o subcontratos federales

Los solicitantes de empleo y los empleados de compañías con un contrato o

subcontrato gubernamental federal están protegidos conforme a las leyes federales

contra la discriminación por los siguientes motivos:

RAZA, COLOR, RELIGIÓN, SEXO, ORIGEN NACIONAL

La Orden Ejecutiva 11246, y sus enmiendas, prohíbe la discriminación en el

trabajo por motivo de raza, color, religión, sexo u origen nacional, y exige la

aplicación de acción afirmativa para garantizar la igualdad en las oportunidades en

todos los aspectos del empleo.
INDIVIDUOS CON DISCAPACIDADES

La Sección 503 de la Ley de Rehabilitación de 1973, y sus enmiendas, protege a

los individuos que califiquen contra la discriminación por una discapacidad en la

contratación, ascenso, despido, sueldo, beneficios adicionales, capacitación

laboral, clasificación, referencia, y otros aspectos del empleo. La discriminación

por discapacidad incluye el no realizar los arreglos razonables para las limitaciones

mentales o físicas conocidas de un individuo con una discapacidad quien solicite

empleo o sea empleado, salvo que implique una dificultad indebida. La Sección

503 también exige que los contratistas federales tomen las acciones afirmativas

para emplear y ascender en el empleo a individuos calificados con discapacidades

en todos los niveles laborales, incluido el nivel ejecutivo.

VETERANOS CON MEDALLAS DEL SERVICIO DE LAS FUERZAS ARMADAS Y

VETERANOS DISCAPACITADOS, SEPARADOS RECIENTEMENTE Y DE OTRO

ESTATUS PROTEGIDOLa Ley de Asistencia a la Readaptación de los Veteranos de Vietnam de 1974, y

sus enmiendas, 38 U.S.C. 4212, prohíbe la discriminación laboral y exige la

acción afirmativa para emplear y ascender en el empleo a veteranos discapacitados,

veteranos separados del servicio recientemente (dentro de los tres años dados de

baja del servicio activo), otros veteranos protegidos (quienes hayan prestado el

servicio militar en una guerra o en una campaña o expedición para la cual se haya

autorizado una insignia de campaña), y los veteranos con medallas del Servicio de

las Fuerzas Armadas (veteranos quienes, mientras se encontraban en el servicio

activo, participaron en una operación militar de EE.UU. para la cual se les otorgó

una medalla del Servicio de las Fuerzas Armadas).

REPRESALIASe prohíben las represalias contra una persona que presente un cargo de

discriminación, participe en un procedimiento de la Oficina de Programas de

Cumplimiento de Contratos Federales (OFCCP), o quien se oponga a la

discriminación de conformidad con estas leyes federales.

Toda persona quien considere que un contratista ha incumplido sus obligaciones

antidiscriminatorias o de acción afirmativa conforme a las autoridades antes

indicadas, debe contactar de inmediato a:

The Office of Federal Contract Compliance Programs (OFCCP), U.S.

Department of Labor, 200 Constitution Avenue, N.W., Washington, D.C.

20210, 1-800-397-6251 (número gratuito) o (202) 693-1337 (número TTY).

También puede contactar a la OFCCP por el correo electrónico OFCCP-

Public@dol.gov, o llamando a una oficina distrital o regional de la OFCCP, la cual

puede encontrar en la mayoría de los directorios telefónicos en la sección U.S.

Government (Gobierno de los EE.UU.), Department of Labor (Departamento

del Trabajo).
Programas o actividades que reciban asistencia financiera federal

RAZA, COLOR, ORIGEN NACIONAL, SEXO

Adicionalmente a las protecciones del Título VII de la Ley de Derechos Civiles de

1964, y sus enmiendas, el Título VI de la Ley de Derechos Civiles de 1964, y sus

enmiendas, prohíbe la discriminación por raza, color u origen nacional en los

programas o actividades que reciban asistencia financiera federal. La

discriminación en el empleo está cubierta por el Título VI si el objetivo principal

de la asistencia financiera es la provisión del empleo, o donde la discriminación

laboral cause o pueda causar una discriminación en la provisión de los servicios

conforme a tales programas. El Título IX de las Enmiendas en la Educación de

1972 prohíbe la discriminación en el empleo por motivo del sexo en las

actividades o programas educativos que reciban asistencia financiera federal.

INDIVIDUOS CON DISCAPACIDADES
La Sección 504 de la Ley de Rehabilitación de 1973, y sus enmiendas, prohíbe la

discriminación en el empleo por una discapacidad, en cualquier programa o

actividad que reciba asistencia financiera federal. Se prohíbe la discriminación en

todos los aspectos del empleo contra las personas con discapacidades quienes, con

o sin arreglos razonables, puedan realizar las funciones esenciales del trabajo.

Si usted considera que ha sido discriminado en un programa de alguna institución

que reciba asistencia financiera federal, debe contactar inmediatamente a la

agencia federal que proporciona dicha asistencia.

Las versiones de EEOC de 9/02 y OFCCP de 8/08 se pueden utilizar con el Suplemento de 11/09

EEOC-P/E-1 (Revisado 11/09)
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Equal Employment Opportunity is THE LAW

Private Employers, State and Local Governments, Educational Institutions,

Employment Agencies and Labor Organizations

Applicants to and employees of most private employers, state and local

governments, educational institutions, employment agencies and labor

organizations are protected under Federal law from discrimination on the

following bases:

RACE, COLOR, RELIGION, SEX, NATIONAL ORIGIN

Title VII of the Civil Rights Act of 1964, as amended, protects applicants

and employees from discrimination in hiring, promotion, discharge, pay,

fringe benefits, job training, classification, referral, and other aspects of

employment, on the basis of race, color, religion, sex (including pregnancy),

or national origin. Religious discrimination includes failing to reasonably

accommodate an employee’s religious practices where the accommodation

does not impose undue hardship.
DISABILITYTitle I and Title V of the Americans with Disabilities Act of 1990, as

amended, protect qualified individuals from discrimination on the basis of

disability in hiring, promotion, discharge, pay, fringe benefits, job training,

classification, referral, and other aspects of employment. Disability

discrimination includes not making reasonable accommodation to the

known physical or mental limitations of an otherwise qualified individual

with a disability who is an applicant or employee, barring undue hardship.

AGE
The Age Discrimination in Employment Act of 1967, as amended, protects

applicants and employees 40 years of age or older from discrimination based

on age in hiring, promotion, discharge, pay, fringe benefits, job training,

classification, referral, and other aspects of employment.

SEX (WAGES)In addition to sex discrimination prohibited by Title VII of the Civil Rights

Act, as amended, the Equal Pay Act of 1963, as amended, prohibits sex

discrimination in the payment of wages to women and men performing

substantially equal work, in jobs that require equal skill, effort, and

responsibility, under similar working conditions, in the same establishment.

GENETICSTitle II of the Genetic Information Nondiscrimination Act of 2008 protects

applicants and employees from discrimination based on genetic information

in hiring, promotion, discharge, pay, fringe benefits, job training,

classification, referral, and other aspects of employment. GINA also restricts

employers’ acquisition of genetic information and strictly limits disclosure of

genetic information. Genetic information includes information about

genetic tests of applicants, employees, or their family members; the

manifestation of diseases or disorders in family members (family medical

history); and requests for or receipt of genetic services by applicants,

employees, or their family members.
RETALIATIONAll of these Federal laws prohibit covered entities from retaliating against a

person who files a charge of discrimination, participates in a discrimination

proceeding, or otherwise opposes an unlawful employment practice.

WHAT TO DO IF YOU BELIEVE DISCRIMINATION HAS OCCURRED

There are strict time limits for filing charges of employment discrimination.

To preserve the ability of EEOC to act on your behalf and to protect your

right to file a private lawsuit, should you ultimately need to, you should

contact EEOC promptly when discrimination is suspected:

The U.S. Equal Employment Opportunity Commission (EEOC), 1-800-

669-4000 (toll-free) or 1-800-669-6820 (toll-free TTY number for

individuals with hearing impairments). EEOC field office information is

available at www.eeoc.gov or in most telephone directories in the U.S.

Government or Federal Government section. Additional information about

EEOC, including information about charge filing, is available at

www.eeoc.gov.
Employers Holding Federal Contracts or Subcontracts

Applicants to and employees of companies with a Federal government

contract or subcontract are protected under Federal law from discrimination

on the following bases:

RACE, COLOR, RELIGION, SEX, NATIONAL ORIGIN

Executive Order 11246, as amended, prohibits job discrimination on the

basis of race, color, religion, sex or national origin, and requires affirmative

action to ensure equality of opportunity in all aspects of employment.

INDIVIDUALS WITH DISABILITIES
Section 503 of the Rehabilitation Act of 1973, as amended, protects

qualified individuals from discrimination on the basis of disability in hiring,

promotion, discharge, pay, fringe benefits, job training, classification,

referral, and other aspects of employment. Disability discrimination includes

not making reasonable accommodation to the known physical or mental

limitations of an otherwise qualified individual with a disability who is an

applicant or employee, barring undue hardship. Section 503 also requires

that Federal contractors take affirmative action to employ and advance in

employment qualified individuals with disabilities at all levels of

employment, including the executive level.

DISABLED, RECENTLY SEPARATED, OTHER PROTECTED, AND ARMED

FORCES SERVICE MEDAL VETERANS

The Vietnam Era Veterans’ Readjustment Assistance Act of 1974, as

amended, 38 U.S.C. 4212, prohibits job discrimination and requires

affirmative action to employ and advance in employment disabled veterans,

recently separated veterans (within three years of discharge or release from

active duty), other protected veterans (veterans who served during a war or

in a campaign or expedition for which a campaign badge has been

authorized), and Armed Forces service medal veterans (veterans who, while

on active duty, participated in a U.S. military operation for which an Armed

Forces service medal was awarded).
RETALIATIONRetaliation is prohibited against a person who files a complaint of

discrimination, participates in an OFCCP proceeding, or otherwise opposes

discrimination under these Federal laws.

Any person who believes a contractor has violated its nondiscrimination or

affirmative action obligations under the authorities above should contact

immediately:
The Office of Federal Contract Compliance Programs (OFCCP), U.S.

Department of Labor, 200 Constitution Avenue, N.W., Washington, D.C.

20210, 1-800-397-6251 (toll-free) or (202) 693-1337 (TTY). OFCCP may

also be contacted by e-mail at OFCCP-Public@dol.gov, or by calling an

OFCCP regional or district office, listed in most telephone directories under

U.S. Government, Department of Labor.
Programs or Activities Receiving Federal Financial Assistance

RACE, COLOR, NATIONAL ORIGIN, SEX

In addition to the protections of Title VII of the Civil Rights Act of 1964, as

amended, Title VI of the Civil Rights Act of 1964, as amended, prohibits

discrimination on the basis of race, color or national origin in programs or

activities receiving Federal financial assistance. Employment discrimination

is covered by Title VI if the primary objective of the financial assistance is

provision of employment, or where employment discrimination causes or

may cause discrimination in providing services under such programs. Title

IX of the Education Amendments of 1972 prohibits employment

discrimination on the basis of sex in educational programs or activities which

receive Federal financial assistance.
INDIVIDUALS WITH DISABILITIES
Section 504 of the Rehabilitation Act of 1973, as amended, prohibits

employment discrimination on the basis of disability in any program or

activity which receives Federal financial assistance. Discrimination is

prohibited in all aspects of employment against persons with disabilities

who, with or without reasonable accommodation, can perform the essential

functions of the job.If you believe you have been discriminated against in a program of any

institution which receives Federal financial assistance, you should

immediately contact the Federal agency providing such assistance.

EEOC 9/02 and OFCCP 8/08 Versions Useable With 11/09 Supplement

EEOC-P/E-1 (Revised 11/09)
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OVERTIME PAY At least 1½ times the regular rate of pay for all hours worked over 40 in a workweek.

CHILD LABOR
An employee must be at least 16 years old to work in most non-farm jobs and at least 18 to work 

in non-farm jobs declared hazardous by the Secretary of Labor. Youths 14 and 15 years old may 

work outside school hours in various non-manufacturing, non-mining, non-hazardous jobs with 

certain work hours restrictions. Different rules apply in agricultural employment.

TIP CREDIT
Employers of “tipped employees” who meet certain conditions may claim a partial wage credit 

based on tips received by their employees. Employers must pay tipped employees a cash wage 

of at least $2.13 per hour if they claim a tip credit against their minimum wage obligation. If an 

employee’s tips combined with the employer’s cash wage of at least $2.13 per hour do not equal 

the minimum hourly wage, the employer must make up the difference.

NURSING MOTHERS The FLSA requires employers to provide reasonable break time for a nursing mother employee 

who is subject to the FLSA’s overtime requirements in order for the employee to express breast 

milk for her nursing child for one year after the child’s birth each time such employee has a need 

to express breast milk. Employers are also required to provide a place, other than a bathroom, 

that is shielded from view and free from intrusion from coworkers and the public, which may be 

used by the employee to express breast milk.

ENFORCEMENT The Department has authority to recover back wages and an equal amount in liquidated damages 

in instances of minimum wage, overtime, and other violations. The Department may litigate 

and/or recommend criminal prosecution. Employers may be assessed civil money penalties for 

each willful or repeated violation of the minimum wage or overtime pay provisions of the law. 

Civil money penalties may also be assessed for violations of the FLSA’s child labor provisions. 

Heightened civil money penalties may be assessed for each child labor violation that results in 

the death or serious injury of any minor employee, and such assessments may be doubled when 

the violations are determined to be willful or repeated. The law also prohibits retaliating against or 

discharging workers who file a complaint or participate in any proceeding under the FLSA.

ADDITIONAL INFORMATION
• Certain occupations and establishments are exempt from the minimum wage, and/or overtime 

pay provisions.• Special provisions apply to workers in American Samoa, the Commonwealth of the Northern 

Mariana Islands, and the Commonwealth of Puerto Rico.

• Some state laws provide greater employee protections; employers must comply with both.

• Some employers incorrectly classify workers as “independent contractors” when they are 

actually employees under the FLSA. It is important to know the difference between the two 

because employees (unless exempt) are entitled to the FLSA’s minimum wage and overtime 

pay protections and correctly classified independent contractors are not.

• Certain full-time students, student learners, apprentices, and workers with disabilities may be 

paid less than the minimum wage under special certificates issued by the Department of Labor.
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The law requires employers to display this poster where employees can readily see it.

 

Job Safety and HealthIT’S THE LAW!All workers have the right to: 
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U.S. Department of Labor

Contact OSHA. We can help. 

1-800-321-OSHA (6742)  •  TTY 1-877-889-5627  •  www.osha.gov
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LEAVE ENTITLEMENTSEligible employees who work for a covered employer can take up to 12

weeks of unpaid, job-protected leave in a 12-month period for the

following reasons:• The birth of a child or placement of a child for adoption or foster

care;• To bond with a child (leave must be taken within 1 year of the

child’s birth or placement);
• To care for the employee’s spouse, child, or parent who has a

qualifying serious health condition;

• For the employee’s own qualifying serious health condition that

makes the employee unable to perform the employee’s job;

• For qualifying exigencies related to the foreign deployment of a

military member who is the employee’s spouse, child, or parent.

An eligible employee who is a covered servicemember’s spouse, child,

parent, or next of kin may also take up to 26 weeks of FMLA leave in a

single 12-month period to care for the servicemember with a serious

injury or illness.An employee does not need to use leave in one block. When it is

medically necessary or otherwise permitted, employees may take leave

intermittently or on a reduced schedule.

Employees may choose, or an employer may require, use of accrued

paid leave while taking FMLA leave. If an employee substitutes accrued

paid leave for FMLA leave, the employee must comply with the

employer’s normal paid leave policies.
BENEFITS & PROTECTIONSWhile employees are on FMLA leave, employers must continue health

insurance coverage as if the employees were not on leave.

Upon return from FMLA leave, most employees must be restored to the

same job or one nearly identical to it with equivalent pay, benefits, and

other employment terms and conditions.

An employer may not interfere with an individual’s FMLA rights or

retaliate against someone for using or trying to use FMLA leave,

opposing any practice made unlawful by the FMLA, or being involved in

any proceeding under or related to the FMLA.

ELIGIBILITY REQUIREMENTSAn employee who works for a covered employer must meet three

criteria in order to be eligible for FMLA leave. The employee must:

• Have worked for the employer for at least 12 months;

• Have at least 1,250 hours of service in the 12 months before

taking leave;* and

• Work at a location where the employer has at least 50

employees within 75 miles of the employee’s worksite.

*Special “hours of service” requirements apply to airline flight crew

employees.
REQUESTING LEAVEGenerally, employees must give 30-days’ advance notice of the need

for FMLA leave. If it is not possible to give 30-days’ notice, an

employee must notify the employer as soon as possible and, generally,

follow the employer’s usual procedures.

Employees do not have to share a medical diagnosis, but must provide

enough information to the employer so it can determine if the leave

qualifies for FMLA protection. Sufficient information could include

informing an employer that the employee is or will be unable to

perform his or her job functions, that a family member cannot perform

daily activities, or that hospitalization or continuing medical treatment

is necessary. Employees must inform the employer if the need for leave

is for a reason for which FMLA leave was previously taken or certified.

Employers can require a certification or periodic recertification

supporting the need for leave. If the employer determines that the

certification is incomplete, it must provide a written notice indicating

what additional information is required.

EMPLOYER RESPONSIBILITIES
Once an employer becomes aware that an employee’s need for leave is

for a reason that may qualify under the FMLA, the employer must notify

the employee if he or she is eligible for FMLA leave and, if eligible,

must also provide a notice of rights and responsibilities under the

FMLA. If the employee is not eligible, the employer must provide a

reason for ineligibility.Employers must notify its employees if leave will be designated as

FMLA leave, and if so, how much leave will be designated as FMLA

leave.
ENFORCEMENTEmployees may file a complaint with the U.S. Department of Labor,

Wage and Hour Division, or may bring a private lawsuit against an

employer.
The FMLA does not affect any federal or state law prohibiting

discrimination or supersede any state or local law or collective

bargaining agreement that provides greater family or medical leave

rights.
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All-On-One  
For All States Poster
State Employment Notices Posters (27" x 40")

Cost $34.95 Each
Now it’s easy to comply and eliminate multiple posting 
pieces with this All-On-OneTM For All States Poster. 
This poster includes all State, Federal and OSHA 
mandatory posting requirements for your state.  
Order by item number listed below.

QUALITY!
All posters printed on water, spill, 
stain and tear resistant Poly Vinyl 
stock which is chemical and UV 
tolerant and 100% recyclable. 
Ideal for both indoor and outdoor 
applications.

COMPLIANCE POSTERS

Item No. 
1-74302

Item No. 
1-75302  

(Spanish)

	 Item No.	 Description of Products

	 1-74302	 FEDERAL

	 1-75302	 FEDERAL - SPANISH

	 Item No. 	 Description of Products
	 1-83701	 Alabama All-On-One
	 1-84701	 Alabama All-On-One (SPN)
	 1-83702	 Alaska All-On-One
	 1-83703	 Arizona All-On-One
	 1-84703	 Arizona All-On-One (SPN)
	 1-83704	 Arkansas All-On-One
	 1-83705	 California All-On-One
	 1-84705	 California All-On-One (SPN)
	 1-83706	 Colorado All-On-One
	 1-84706	 Colorado All-On-One (SPN)
	 1-83707	 Connecticut All-On-One
	 1-84707	 Connecticut All-On-One (SPN)
	 1-83708	 Delaware All-On-One
	 1-84708	 Delaware All-On-One (SPN)
	 1-83748	 Dist. Of Columbia All-On-One
	 1-84748	 Dist. Of Columbia All-On-One (SPN)
	 1-83709	 Florida All-On-One
	 1-84709	 Florida All-On-One (SPN)
	 1-83710	 Georgia All-On-One
	 1-84710	 Georgia All-On-One (SPN)
	 1-83711	 Hawaii All-On-One
	 1-83712	 Idaho All-On-One
	 1-83713	 Illinois All-On-One
	 1-84713	 Illinois All-On-One (SPN)
	 1-83714	 Indiana All-On-One
	 1-84714	 Indiana All-On-One (SPN)
	 1-83715	 Iowa All-On-One
	 1-84715	 Iowa All-On-One (SPN)
	 1-83716	 Kansas All-On-One

	 Item No. 	 Description of Products
	 1-84716	 Kansas All-On-One (SPN)
	 1-83717	 Kentucky All-On-One
	 1-84717	 Kentucky All-On-One (SPN)
	 1-83718	 Louisiana All-On-One
	 1-84718	 Louisiana All-On-One (SPN)
	 1-83719	 Maine All-On-One
	 1-83720	 Maryland All-On-One
	 1-84720	 Maryland All-On-One (SPN)
	 1-83721	 Massachusetts All-On-One
	 1-84721	 Massachusetts All-On-One (SPN)
	 1-83722	 Michigan All-On-One
	 1-83723	 Minnesota All-On-One
	 1-84723	 Minnesota All-On-One (SPN)
	 1-83724	 Mississippi All-On-One
	 1-83725	 Missouri All-On-One
	 1-84725	 Missouri All-On-One (SPN)
	 1-83726	 Montana All-On-One
	 1-83727	 Nebraska All-On-One
	 1-84727	 Nebraska All-On-One (SPN)
	 1-83728	 Nevada All-On-One
	 1-84728	 Nevada All-On-One (SPN)
	 1-83729	 New Hampshire All-On-One
	 1-83730	 New Jersey All-On-One
	 1-84730	 New Jersey All-On-One (SPN)
	 1-83731	 New Mexico All-On-One
	 1-84731	 New Mexico All-On-One (SPN)
	 1-83732	 New York All-On-One
	 1-84732	 New York All-On-One (SPN)
	 1-83733	 North Carolina All-On-One

	 Item No. 	 Description of Products
	 1-84733	 North Carolina All-On-One (SPN)
	 1-83734	 North Dakota All-On-One
	 1-83735	 Ohio All-On-One
	 1-84735	 Ohio All-On-One (SPN)
	 1-83736	 Oklahoma All-On-One
	 1-83737	 Oregon All-On-One
	 1-84737	 Oregon All-On-One (SPN)
	 1-83738	 Pennsylvania All-On-One
	 1-84738	 Pennsylvania All-On-One (SPN)
	 1-84700	 Puerto Rico All-On-One (SPN Only)
	 1-83739	 Rhode Island All-On-One
	 1-83739	 Rhode Island All-On-One (SPN)
	 1-83740	 South Carolina All-On-One
	 1-84740	 South Carolina All-On-One (SPN)
	 1-83741	 South Dakota All-On-One
	 1-83742	 Tennessee All-On-One
	 1-84742	 Tennessee All-On-One (SPN)
	 1-83743	 Texas All-On-One
	 1-84743	 Texas All-On-One (SPN)
	 1-83744	 Utah All-On-One
	 1-84744	 Utah All-On-One (SPN)
	 1-83745	 Vermont All-On-One
	 1-83746	 Virginia All-On-One
	 1-84746	 Virginia All-On-One (SPN)
	 1-83747	 Washington All-On-One
	 1-84747	 Washington All-On-One (SPN)
	 1-83749	 West Virginia All-On-One
	 1-83750	 Wisconsin All-On-One
	 1-83751	 Wyoming All-On-One

Federal 6-On-One Interview Room Poster
Federal Employment Notices Poster (19" x 25")

Cost $17.95 Each
The Federal 6-On-One Poster is required  
for your lobby, reception area or interview  
room, where job applicants can readily see it.
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LOCKOUT
TAGOUT

The Standard 29 CFR Part 1910.147 (Lockout/Tagout) covers the servicing and maintenance of machines
and equipment in which the unexpected energization or start up of the machines or equipment, or release
of stored energy could cause injury to employees. This standard establishes minimum performance
requirements for the control of such hazardous energy.

WHAT IS A LOCKOUT?

A Lockout is the placement of a Lockout device on an energy isolating device, in accordance with an
established procedure, ensuring that the energy isolating device and the equipment being controlled
cannot be operated until the lockout device is removed.

WHAT IS A TAGOUT?

A Tagout is the placement of a Tagout device on an energy isolating device, in accordance with an
established procedure, to indicate that the energy isolating device and the equipment being controlled may
not be operated until the tagout device is removed.

Lockout/Tagout refers to specific practices and procedures to safeguard employees from the unexpected
energization or startup of machinery and equipment, or the release of hazardous energy during service
or maintenance activities.This means that any energy source –– whether electrical, hydraulic, mechanical,
or compressed air –– that might cause unexpected movement must be disengaged or blocked. Electrical
sources must be de-energized and locked or positively sealed in the OFF position.

LOCKS:

Each worker must have his/her own lock and the only key to the lock.
The lock should be substantial and durable, and should have the name of the
employee on it. In addition, locks can be color-coded to indicate different shifts
or types of crafts.
When more than one worker is servicing a piece of equipment that must be
locked out, a Lockout adaptor can be used which allows all the workers to place
their locks on the disconnecting means. After the work is completed, each
worker removes his/her lock and the machine is then returned to service.

TAGS:

DO NOT USE TAGS ALONE. Use tags or signs in addition to locks.

Tags must state the following:

Reason for the Tagout.
Name of the employee who is working on the equipment and how that person may
be reached.
Date and time the tag was put in place.
Tagout devices shall be a non-reusable type and capable of enduring at least 50 pounds of pull.

GROUP LOCKOUT OR TAGOUT:

When servicing and/or maintenance is performed by a crew, craft, department or other group, they shall
utilize a procedure which affords the employees a level of protection equivalent to that provided by the
implementation of a personal Lockout or Tagout device.

Group Lockout or Tagout devices shall be used in accordance with the procedures, but not necessarily
limited to, the following specific requirements:

Primary responsibility is vested in an authorized employee for a set number of employees working
under the protection of a group Lockout or Tagout device (such as an operations lock).
Provision for the authorized employee to ascertain the exposure status of individual group members
with regard to the Lockout or Tagout of the machine or equipment.
When more than one crew, craft, department, etc. is involved, assignment of overall job-associated
Lockout or Tagout control responsibility to an authorized employee is designated to coordinate
affected work forces and ensure continuity of protection.
Each authorized employee shall affix a personal Lockout or Tagout device to the group lockout
device, group lockbox, or comparable mechanism when he or she begins work, and shall remove
those devices when he or she stops working on the machine or equipment being serviced or
maintained.

TESTING EQUIPMENT DURING LOCKOUT/TAGOUT:

In many maintenance and repair operations, machinery may need to be tested—and for that purpose,
energized before additional maintenance work can be performed.

This procedure must be followed:

1. Clear all personnel to safety.
2. Clear away tools and materials from equipment.
3. Remove Lockout/Tagout devices and re-energize systems, following the established safe

procedure.
4. Proceed with tryout or test.
5. Neutralize all energy sources once again; purge all systems, and Lockout/Tagout prior to continuing

work.

Equipment design and performance limitations may dictate that effective alternative worker protection be
provided when the established Lockout/Tagout procedure is not feasible.

If machinery must be capable of movement in order to perform a maintenance task, such as a cleaning
operation, workers can use extension tools—extended swabs, brushes, scrapers—to protect themselves
from injury.

LOCKOUT OR TAGOUT PROCEDURES:

1. Preparation for Shutdown:
Before an authorized or affected employee turns off a machine or equipment, the authorized
employee shall have knowledge of the type and magnitude of the energy, the hazards of the
energy to be controlled, and the method or means to control the energy.

2. Machine or Equipment Shutdown:
The machine or equipment shall be turned off or shut down using the procedures established
for the machine or equipment. An orderly shutdown must be utilized to avoid any additional or
increased hazard(s) to employees as a result of the equipment stoppage.

3. Machine or Equipment Isolation:
All energy isolating devices that are needed to control the energy to the machine or equipment
shall be physically located and operated in such a manner as to isolate the machine or
equipment from the energy source(s).

4. Lockout or Tagout Device Application:
Authorized employees shall affix Lockout or Tagout devices to each energy isolating device.
Lockout devices shall be affixed in a manner that will hold the energy isolating devices in a
“safe” or “off” position.
a. Tagout devices shall be affixed in such a manner as will clearly indicate that the operation

or movement of energy isolating devices from the “safe” or “off” position is prohibited.
5. Stored Energy:

Following the application of Lockout or Tagout devices to energy isolating devices, all potentially
hazardous stored or residual energy shall be relieved, disconnected, restrained, and otherwise
rendered safe.

6. Verification of Isolation:
Prior to starting work on machines or equipment that have been Locked or Tagged out, the
authorized employee shall verify that isolation and de-energization of the machine or equipment
has been accomplished.

7. Release from Lockout or Tagout:
Before Lockout or Tagout devices are removed and energy is restored to the machine or
equipment, procedures shall be followed and appropriate actions shall be taken by the
authorized employee(s).
The work area shall be inspected to ensure that non-essential items have been removed and
machine or equipment components are operationally intact.
The employee who applied the device shall remove each Lockout or Tagout device from each
energy-isolating device.
When the authorized employee who applied the Lockout or Tagout device is not available to
remove it, that device may be removed under the direction of the employer, provided that
specific procedures and training for such removal have been developed, documented and
incorporated into the employer’s energy control program.
The employer shall demonstrate that the specific procedure shall include at least the following
elements:
1. Verification by the employer that the authorized employee who applied the device is not at

the facility.
2. Make all reasonable efforts to contact the authorized employee to inform him/her that his/her

Lockout or Tagout device has been removed.
3. Ensure that the authorized employee has this knowledge before he/she resumes work at

the facility.

LOCKOUT OR TAGOUT PROCEDURE REQUIREMENTS:

1. All maintenance personnel should be issued a suitable lock. The lock should have the individual
worker's name and other identification on it. Each worker should have the only key to the lock.

2. The worker checks to be sure that no one is operating the machinery BEFORE turning off the power.
The machine operator is informed before the power is turned off. Sudden loss of power could cause
an accident.

3. Steam, air, and hydraulic lines should be bled, drained, and cleaned out.There should be no pressure
in these lines or in reservoir tanks.

4. Any mechanism under load or pressure, such as springs, should be released and blocked.
5. Each person who will be working on the machinery should put a lock on the machine's Lockout

device(s). Each lock must remain on the machine until the work is completed. Only the worker who
attached the lock should remove his/her lock.

6. All energy sources, which could activate the machine, must be locked out.
7. The main valve or main electrical disconnect must be tested to be sure that the power to the machine

is off.
8. Electrical circuits must be checked by qualified persons with proper and calibrated electrical testing

equipment. An electrical failure could energize the equipment, even if the switch is in the off position.
Stored energy in electrical capacitators should be safely discharged.

9. CAUTION: Return disconnects and operating controls to the OFF position after each test.
10.Attach accident prevention tags which give the reason for placing the tag, the name of the person

placing the tag, how he/she may be contacted, and the date and time the tag was placed.
Unauthorized persons may not remove any locks or tags.

RESTORING EQUIPMENT TO SERVICE:

After the work is completed and the equipment is ready to be returned to normal operation, this procedure
must be followed:

1. Remove all non-essential items.
2. See that all equipment components are operationally intact, including guards and safety devices.
3. Repair or replace defective guards before removing Lockouts.
4. Remove each Lockout/Tagout device using the correct removal sequence.
5. Make a visual check before restoring energy to ensure that everyone is physically clear of the

equipment.

UTILITY SHUTOFF LOCATIONS
Learn “manual override” procedures

Electricity: _______________________________________________________________________

Water: __________________________________________________________________________

Gas: ____________________________________________________________________________

Fire Extinguishers: _________________________________________________________________

EMERGENCY NUMBERS

Fire: _______________________________________ Police: _____________________________

Ambulance: _________________________________ Water Company: _____________________

Gas Company: ______________________________ Electric Company:_____________________

Safety Coordinator: ___________________________

COMPANY POLICY:
Our Company and its managers have important duties and obligations
to prevent sexual harassment. It is our policy that any harassment
made by an employee is unacceptable and cause for appropriate
disciplinary action as outlined in the employee handbook and/or
sexual harassment policy. Any sexual or other form of harassment is
considered to be a major violation of the Company's policy, and will be
dealt with accordingly in terms of corrective counseling and/or
suspension or termination.

DEFINITION OF SEXUAL HARASSMENT:
Sexual harassment in employment violates the provisions of TITLE
VII of the 1964 Civil Rights Act (42 United States Code, Section 2000e
Et. Seq.). Sexual harassment is a form of sex discrimination and is
defined to include sexual harassment, gender harassment, and
harassment based on pregnancy, childbirth, or related medical
conditions. This definition includes many forms of offensive behavior
made either implicitly, or explicitly, and includes gender-based
harassment of a person of the same sex as the harasser.

EXAMPLES OF SEXUAL HARASSMENT
INCLUDE:
• Offering employment or employment benefits in exchange for

sexual conduct.

• Submission to, or rejection of, sexual conduct by an individual is
used as the basis for employment decisions.

• Making or threatening retaliation after a negative response to

sexual advances.

• Verbal sexual advances or propositions including the use of
derogatory comments, epithets, slurs and jokes.

• Derogatory or pornographic posters, cartoons, or drawings.

• Verbal abuse of a sexual nature, graphic verbal commentaries
about an individual’s body, sexually degrading words used to
describe an individual; suggestive or obscene letters, notes or
invitations.

• Unwanted physical conduct: Touching, impeding or blocking
movements, hugs, kisses, standing too close, brushing against
one’s body, flirting or physical attacks.

PREVENTING SEXUAL HARASSMENT:
Employers are required to take reasonable steps to prevent
harassment from occurring and promptly correct unlawful harassment.
If an employer has failed to take such preventive measures that
employer can be held liable for the unlawful harassment. A victim may
be entitled to damages even though no employment opportunity has
been denied and there is no actual loss of pay or benefits. All
employees have a duty to avoid harassment by using their employers’
complaint procedures.

COMPLAINT PROCEDURE:
The Employee: The Company strictly prohibits sexual or other forms
of harassing behavior in the workplace, or with a client, and wants to
know about its occurrence so it can be dealt with appropriately.
Employees are encouraged to immediately bring violations of this
policy to the attention of Company management.

Investigation: If the investigation reveals that unlawful harassment
has occurred, the Company will take such prompt and appropriate
disciplinary action as it deems appropriate to stop the harassment and
prevent its recurrence. At the Company's sole discretion, disciplinary
action may include oral or written warnings, transfers, suspensions or
discharges. The Company will take appropriate disciplinary action
against the complaining employee if the Company's investigation
reveals that the complaint was submitted in bad faith or is wholly
frivolous.

HOW THE LAW IS ENFORCED:
If Company management is not able to eliminate the harassment,
employees or job applicants may, within 180 days from the date of the
alleged violation, file a charge with the Equal Employment Opportunity
Commission (EEOC) or contact their State Attorney General’s office
for individual state filing deadlines. This 180-day filing deadline with
the EEOC may be extended up to 300 days if the charge is also
covered by a state or local anti-discrimination law. The EEOC serves
as a neutral fact finder and attempts to help the parties voluntarily
resolve disputes. If the EEOC finds evidence of sexual harassment
and settlement efforts fail, the EEOC may file a formal accusation
against the employer and the harasser. The accusation will lead to
either a public hearing or a lawsuit filed on the complainant’s behalf.
If the EEOC finds that harassment occurred, it can order remedies,
or damages for emotional distress from each employer or harasser
charged. In addition, the EEOC may order hiring or reinstatement,
back pay, promotion, and changes in the policies or practices of the
involved employer.

COMPANY POLICY:
Our Company and its managers have important duties and obligations
to prevent workplace violence. It is our policy that any violent acts or
threats made by an employee against another person’s life, health,
well-being, family or property, are unacceptable and cause for
immediate disciplinary action.This policy applies to any threats made
on Company property, at Company events or under any other
circumstances that may negatively affect the company’s ability to
conduct business. All acts or threats of violence whether made directly
or indirectly, by words, gestures, symbols, or other means of
communication infringe upon the Company’s duty to provide a
workplace that is safe and free from violence. An employee who
believes that he/she has been the target of threats or violence or has
witnessed or learned of violence committed by another employee
must immediately contact his/her manager.

COMPLAINT PROCEDURE:
The Employee: The Company strictly prohibits threats or violence in
the workplace, and your employer wants to know about its occurrence
so it can be dealt with appropriately. If you are a victim of workplace
threats or violence, immediately report this to company management.

Investigation: During the investigation state why you believe the
threat or actual violence happened (because of race, sex, age,
disability or sexual orientation); or because of the people you
associate with (i.e., your political party or church membership). If the
investigation reveals that unlawful violence has occurred, the
Company will take such prompt and appropriate disciplinary action as
it deems appropriate to stop the violence and prevent its reoccurrence.
At the Company’s sole discretion, disciplinary action may include oral
or written warnings, transfers, suspensions, or discharges.

HOW CAN YOU USE THESE LAWS:
How the Law Is Enforced: If Company management is not able to
resolve the claim of violence, or violence is ongoing, then you may
wish to report this to the police. If you don’t know who threatened or
hurt you or damaged your property, and local law enforcement won’t
investigate, contact your local State Attorney General’s office. If you
know who threatened, hurt you or damaged your property, you can
sue in court, or there are a number of government agencies who can
help you. You should consult with an attorney as soon as possible if
you are thinking of suing, there may be applicable deadlines.
Telephone numbers for either Local District Attorneys or Local City
Attorneys can be found in the government section of your telephone
book.

If you feel that you have been harassed, discriminated against or are a victim of violence, immediately contact a Company supervisor, manager, or representative. If a satisfactory remedy does not result, contact
the U.S. Equal Employment Opportunity Commission (EEOC), 131 M Street, NE, Washington, D.C., 20507, or an EEOC field office by calling toll free (800) 669-4000. For individuals with hearing impairments,
EEOC’s toll free TDD number is (800) 669-6820. Check with your state’s Human Rights Commission Office or equivalent for specific remedies for your complaint.

IMMEDIATELY REPORT ALL COMPLAINTS TO: _____________________________________________________________

OR: ______________________________________________________________________________________________________

This employer will promptly investigate and respond to all reports and knowledge of sexual harassment or workplace violence.

GENERAL INFORMATION:
It is the responsibility of all managers and supervisors to reasonably
prevent and investigate and correct sexual harassment and workplace
violence. Any management representative who knowingly permits
harassment or violence, can be held personally liable for damages.

All employees should be made aware of the seriousness of violations
of the sexual harassment and violence policies and the disciplinary
actions which can and will be taken against persons in violation of
such policies.

Some useful preventive techniques include: training classes,
discussing the perceptual and communication differences among all
persons including the concepts of “reasonable woman” and
“reasonable man” developed in federal sexual harassment cases; and,

advising employees of the negative effects of sexual harassment on
the overall productivity of the workplace due to interpersonal conflicts,
poor performance, absenteeism, turnover and grievances.

COMPLAINT PROCEDURE:
Members of management are accountable for effective policy
administration and complaint management. All complaints of sexual
harassment or violence must be taken seriously, and immediately
reported to designated officials.

The Company will investigate the complaint or take other steps it
deems necessary to determine whether or not harassment has
occurred.The contents of the complaint are personal and confidential
and are not to be disclosed except to those persons with a need to
know.

Management must fully inform the complainant of his/her rights and
any obligations to secure those rights. All employees shall be
protected from coercion, intimidation, retaliation, interference or
discrimination for filing a complaint or assisting in an investigation.

Investigation of a complaint must be thorough, objective and complete.
The investigator will normally meet with the parties involved and any
named or apparent witnesses. In addition, the Company may request
that the complaining party, alleged harasser, or others, be interviewed
by Company designated independent investigators.

Remember, take immediate and appropriate action when you know
or suspect that sexual harassment or violence has occurred. Quick
and effective action can stop further harassment or violence, and limit
their effects.

YOUR RIGHT TO FREEDOM FROM VIOLENCE

IMPORTANT INFORMATION FOR MANAGERS AND SUPERVISORS

U.S. DEPARTMENT OF LABOR
EQUAL EMPLOYMENT OPPORTUNITY COMMISSION

Title VII Sec. 703 of the Civil Rights Act of 1964 (USC § 2000e at seq.)

SEXUAL HARASSMENT
IS ILLEGAL
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FIRE EXTINGUISHER
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�

USE FOR:
• trash • cloth
• wood • rubber
• paper • plastics

PULL

AIM

SQUEEZE

SWEEP

OPERATING
INSTRUCTIONS

TYPES OF FIRES
USE THIS EXTINGUISHER FOR THE
TYPES OF FIRES CHECKED BELOW:

IN CASE OF FIRE CALL 911
1. KEEP CALM

2. FOLLOW ALL EVACUATION
PROCEDURES

3. FEEL THE DOOR:
• IF DOOR IS WARM: REMAIN IN

ROOM & CALL FOR HELP
• IF DOOR IS COOL: LEAVE ROOM

& CLOSE DOOR BEHIND YOU

4. IN CASE OF SMOKE:
• CRAWL ON YOUR HANDS & KNEES

5. IF YOU ARE TRAPPED:
• KEEP DOOR CLOSED
• CRAWL ON YOUR HANDS & KNEES

6. USE STAIRS :
DO NOT USE ELEVATOR

• PULL THE PIN
• HOLD THE UNIT UPRIGHT

• STAND BACK SEVERAL FEET
FROM THE FIRE AND AIM
THE NOZZLE AT THE BASE
OF THE FIRE

• SQUEEZE THE OPERATING
LEVER TO RELEASE THE
EXTINGUISHING AGENT

• FIRE WILL INITIALLY FLARE,
BUT KEEP SQUEEZING LEVER

• SWEEP THE NOZZLE FROM SIDE
TO SIDE AIMING AT THE BASE OF
THE FIRE UNTIL THE FIRE GOES
OUT

C

USE FOR:
• liquids
• grease

USE FOR:
• electrical

equipment

USE FOR:
• combustible

metals

B

A

USE FOR:
• oils
• lard
• fats

TYPE K

TYPE

TYPE

TYPE

TYPE
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NOTICE:
THIS IS A DRUG FREE WORKPLACE

Applicants and employees may be subject to
screening tests for alcohol and illegal drugs.
Screening may be required as a condition of

hiring and during your employment.

AVISO:
ESTE LUGAR DE TRABAJO

ESTÁ LIBRE DE DROGAS ILÍCITAS
Los candidatos que soliciten empleo y los

empleados pueden ser sujetos a someterse a un
examen para detectar la presencia de alcohol y

drogas ilícitas. Puede requerirse que se someta a
dicho examen como condición de la oferta empleo y

mientras permanezca en su empleo.
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HEARING CONSERVATION

U.S. Department of Labor
Occupational Safety & Health Administration Regulations

[29 CFR 1910.95]

[1910.95(a)]

Protection against the effects of noise exposure shall be provided when the sound levels
exceed those shown in Table G-16 when measured on the A scale of a standard sound
level meter at slow response. When noise levels are determined by octave band analysis,
the equivalent A-weighted sound level may be determined as follows:

Equivalent sound level contours. Octave band sound pressure levels may be converted
to the equivalent A-weighted sound level by plotting them on this graph and noting the A-
weighted sound level corresponding to the point of highest penetration into the sound
level contours. This equivalent A-weighted sound level, which may differ from the actual
A-weighted sound level of the noise, is used to determine exposure limits from Table 1.G-
16.
[1910.95(b)(1)-(2)]

(1) When employees are subjected to sound exceeding those listed in Table G-16,
feasible administrative or engineering controls shall be utilized. If such controls fail to
reduce sound levels within the levels of Table G-16, personal protective equipment shall
be provided and used to reduce sound levels within the levels of the table.
(2) If the variations in noise level involve maxima at intervals of 1 second or less, it is to
be considered continuous.

Footnote(1) When the daily noise exposure is composed of two or more periods of noise
exposure of different levels, their combined effect should be considered, rather than the
individual effect of each. If the sum of the following fractions: C(1)/T(1) + C(2)/T(2)
C(n)/T(n) exceeds unity, then, the mixed exposure should be considered to exceed the
limit value. Cn indicates the total time of exposure at a specified noise level, and Tn
indicates the total time of exposure permitted at that level. Exposure to impulsive or impact
noise should not exceed 140 dB peak sound pressure level.
Hearing conservation program [1910.95(c)]

(1) The employer shall administer a continuing, effective hearing conservation program,
as described in paragraphs (c) through (o) of this section, whenever employee noise
exposures equal or exceed an 8-hour time-weighted average sound level (TWA) of 85
decibels measured on the A scale (slow response) or, equivalently, a dose of fifty percent.
For purposes of the hearing conservation program, employee noise exposures shall be
computed in accordance with appendix A and Table G-16a, and without regard to any
attenuation provided by the use of personal protective equipment.

(2) For purposes of paragraphs (c) through (n) of this section, an 8-hour time-weighted
average of 85 decibels or a dose of fifty percent shall also be referred to as the action
level.
Monitoring [1910.95(d)(1)-(3)]

(1) When information indicates that any employee's exposure may equal or exceed an 8-
hour time-weighted average of 85 decibels, the employer shall develop and implement a
monitoring program.
(i) The sampling strategy shall be designed to identify employees for inclusion in the
hearing conservation program and to enable the proper selection of hearing protectors.
(ii) Where circumstances such as high worker mobility, significant variations in sound
level, or a significant component of impulse noise make area monitoring generally
inappropriate, the employer shall use representative personal sampling to comply with the
monitoring requirements of this paragraph unless the employer can show that area
sampling produces equivalent results. 
(2)(i) All continuous, intermittent and impulsive sound levels from 80 decibels to 130
decibels shall be integrated into the noise measurements.
(ii) Instruments used to measure employee noise exposure shall be calibrated to ensure
measurement accuracy.
(3) Monitoring shall be repeated whenever a change in production, process, equipment
or controls increases noise exposures to the extent that:
(i) Additional employees may be exposed at or above the action level; or
(ii) The attenuation provided by hearing protectors being used by employees may be
rendered inadequate to meet the requirements of paragraph (j) of this section.
Employee notification [1910.95(e)]

The employer shall notify each employee exposed at or above an 8-hour time-weighted
average of 85 decibels of the results of the monitoring.
Observation of monitoring [1910.95(f)]

The employer shall provide affected employees or their representatives with an
opportunity to observe any noise measurements conducted pursuant to this section.
Audiometric testing program [1910.95(g)(1)-(10)]

(1) The employer shall establish and maintain an audiometric testing program as provided
in this paragraph by making audiometric testing available to all employees whose
exposures equal or exceed an 8-hour time-weighted average of 85 decibels.
(2) The program shall be provided at no cost to employees.
(3) Audiometric tests shall be performed by a licensed or certified audiologist,
otolaryngologist, or other physician, or by a technician who is certified by the Council of
Accreditation in Occupational Hearing Conservation, or who has satisfactorily
demonstrated competence in administering audiometric examinations, obtaining valid
audiograms, and properly using, maintaining and checking calibration and proper
functioning of the audiometers being used. A technician who operates microprocessor
audiometers does not need to be certified. A technician who performs audiometric tests
must be responsible to an audiologist, otolaryngologist or physician.
(4) All audiograms obtained pursuant to this section shall meet the requirements of
Appendix C: "Audiometric Measuring Instruments."
(5) Baseline audiogram
(i) Within 6 months of an employee's first exposure at or above the action level, the
employer shall establish a valid baseline audiogram against which subsequent
audiograms can be compared.
(ii) Mobile test van exception 
Where mobile test vans are used to meet the audiometric testing obligation, the employer
shall obtain a valid baseline audiogram within 1 year of an employee's first exposure at
or above the action level. Where baseline audiograms are obtained more than 6 months
after the employee's first exposure at or above the action level, employees shall wear
hearing protectors for any period exceeding six months after first exposure until the
baseline audiogram is obtained.
(iii) Testing to establish a baseline audiogram shall be preceded by at least 14 hours
without exposure to workplace noise. Hearing protectors may be used as a substitute for
the requirement that baseline audiograms be preceded by 14 hours without exposure to
workplace noise.
(iv) The employer shall notify employees of the need to avoid high levels of non-
occupational noise exposure during the 14-hour period immediately preceding the
audiometric examination.
(6) Annual audiogram
At least annually after obtaining the baseline audiogram, the employer shall obtain a new
audiogram for each employee exposed at or above an 8-hour time-weighted average of
85 decibels.
(7) Evaluation of audiogram
(i) Each employee's annual audiogram shall be compared to that employee's baseline
audiogram to determine if the audiogram is valid and if a standard threshold shift as
defined in paragraph (g)(10) of this section has occurred. This comparison may be done
by a technician.
(ii) If the annual audiogram shows that an employee has suffered a standard threshold
shift, the employer may obtain a retest within 30 days and consider the results of the
retest as the annual audiogram.
(iii) The audiologist, otolaryngologist, or physician shall review problem audiograms and
shall determine whether there is a need for further evaluation. The employer shall provide
to the person performing this evaluation the following information:
(A) A copy of the requirements for hearing conservation as set forth in paragraphs (c)
through (n) of this section;
(B) The baseline audiogram and most recent audiogram of the employee to be evaluated;
(C) Measurements of background sound pressure levels in the audiometric test room as

required in Appendix D: Audiometric Test Rooms.
(D) Records of audiometer calibrations required by paragraph (h)(5) of this section.
(8) Follow-up procedures
(i) If a comparison of the annual audiogram to the baseline audiogram indicates a
standard threshold shift as defined in paragraph (g)(10) of this section has occurred, the
employee shall be informed of this fact in writing, within 21 days of the determination.
(ii) Unless a physician determines that the standard threshold shift is not work related or
aggravated by occupational noise exposure, the employer shall ensure that the following
steps are taken when a standard threshold shift occurs:
(A) Employees not using hearing protectors shall be fitted with hearing protectors, trained
in their use and care, and required to use them.
(B) Employees already using hearing protectors shall be refitted and retrained in the use
of hearing protectors and provided with hearing protectors offering greater attenuation if
necessary.
(C) The employee shall be referred for a clinical audiological evaluation or an otological
examination, as appropriate, if additional testing is necessary or if the employer suspects
that a medical pathology of the ear is caused or aggravated by the wearing of hearing
protectors.
(D) The employee is informed of the need for an otological examination if a medical
pathology of the ear that is unrelated to the use of hearing protectors is suspected.
(iii) If subsequent audiometric testing of an employee whose exposure to noise is less
than an 8-hour TWA of 90 decibels indicates that a standard threshold shift is not
persistent, the employer:
(A) Shall inform the employee of the new audiometric interpretation; and
(B) May discontinue the required use of hearing protectors for that employee.
(9) Revised baseline 
An annual audiogram may be substituted for the baseline audiogram when, in the
judgment of the audiologist, otolaryngologist or physician who is evaluating the
audiogram:
(i) The standard threshold shift revealed by the audiogram is persistent; or
(ii) The hearing threshold shown in the annual audiogram indicates significant
improvement over the baseline audiogram.
(10) Standard threshold shift
(i) As used in this section, a standard threshold shift is a change in hearing threshold
relative to the baseline audiogram of an average of 10 dB or more at 2000, 3000, and
4000 Hz in either ear.
(ii) In determining whether a standard threshold shift has occurred, allowance may be
made for the contribution of aging (presbycusis) to the change in hearing level by
correcting the annual audiogram according to the procedure described in Appendix F:
"Calculation and Application of Age Correction to Audiograms."
Audiometric test requirements [1910.95(h)(1)-(5)]

(1) Audiometric tests shall be pure tone, air conduction, hearing threshold examinations,
with test frequencies including as a minimum 500, 1000, 2000, 3000, 4000, and 6000
Hz. Tests at each frequency shall be taken separately for each ear.
(2) Audiometric tests shall be conducted with audiometers (including microprocessor
audiometers) that meet the specifications of, and are maintained and used in accordance
with, American National Standard Specification for Audiometers, S3.6-1969, which is
incorporated by reference as specified in Sec. 1910.6.
(3) Pulsed-tone and self-recording audiometers, if used, shall meet the requirements
specified in Appendix C: "Audiometric Measuring Instruments."
(4) Audiometric examinations shall be administered in a room meeting the requirements
listed in Appendix D: "Audiometric Test Rooms."
(5) Audiometer calibration
(i) The functional operation of the audiometer shall be checked before each day's use by
testing a person with known, stable hearing thresholds, and by listening to the
audiometer's output to make sure that the output is free from distorted or unwanted
sounds. Deviations of 10 decibels or greater require an acoustic calibration.
(ii) Audiometer calibration shall be checked acoustically at least annually in accordance
with Appendix E: "Acoustic Calibration of Audiometers." Test frequencies below 500 Hz
and above 6000 Hz may be omitted from this check. Deviations of 15 decibels or greater
require an exhaustive calibration.
(iii) An exhaustive calibration shall be performed at least every two years in accordance
with sections 4.1.2; 4.1.3.; 4.1.4.3; 4.2; 4.4.1; 4.4.2; 4.4.3; and 4.5 of the American
National Standard Specification for Audiometers, S3.6-1969. Test frequencies below 500
Hz and above 6000 Hz may be omitted from this calibration.
Hearing protectors [1910.95(i)(1)-(5)]

(1) Employers shall make hearing protectors available to all employees exposed to an 8-
hour time-weighted average of 85 decibels or greater at no cost to the employees.
Hearing protectors shall be replaced as necessary.
(2) Employers shall ensure that hearing protectors are worn:
(i) By an employee who is required by paragraph (b)(1) of this section to wear personal
protective equipment; and
(ii) By any employee who is exposed to an 8-hour time-weighted average of 85 decibels
or greater, and who:
(A) Has not yet had a baseline audiogram established pursuant to paragraph (g)(5)(ii); or
(B) Has experienced a standard threshold shift.
(3) Employees shall be given the opportunity to select their hearing protectors from a
variety of suitable hearing protectors provided by the employer.
(4) The employer shall provide training in the use and care of all hearing protectors
provided to employees.

(5) The employer shall ensure proper initial fitting and supervise the correct use of all
hearing protectors.
Hearing protector attenuation [1910.95(j)(1)-(4)]

(1) The employer shall evaluate hearing protector attenuation for the specific noise
environments in which the protector will be used. The employer shall use one of the
evaluation methods described in Appendix B: "Methods for Estimating the Adequacy of
Hearing Protection Attenuation."
(2) Hearing protectors must attenuate employee exposure at least to an 8-hour time-
weighted average of 90 decibels as required by paragraph (b) of this section.
(3) For employees who have experienced a standard threshold shift, hearing protectors
must attenuate employee exposure to an 8-hour time-weighted average of 85 decibels or
below.
(4) The adequacy of hearing protector attenuation shall be re-evaluated whenever
employee noise exposures increase to the extent that the hearing protectors provided
may no longer provide adequate attenuation. The employer shall provide more effective
hearing protectors where necessary.
Training program [1910.95(k)(1)-(3)]

(1) The employer shall train each employee who is exposed to noise at or above an 8-hour
time weighted average of 85 decibels in accordance with the requirements of this section.
The employer shall institute a training program and ensure employee participation in the
program.
(2) The training program shall be repeated annually for each employee included in the
hearing conservation program. Information provided in the training program shall be
updated to be consistent with changes in protective equipment and work processes.
(3) The employer shall ensure that each employee is informed of the following:
(i) The effects of noise on hearing;
(ii) The purpose of hearing protectors, the advantages, disadvantages, and attenuation
of various types, and instructions on selection, fitting, use, and care; and
(iii) The purpose of audiometric testing, and an explanation of the test procedures.
Access to information and training materials [1910.95(l)(1)-(3)]

(1) The employer shall make available to affected employees or their representatives
copies of this standard and shall also post a copy in the workplace.
(2) The employer shall provide to affected employees any informational materials
pertaining to the standard that are supplied to the employer by the Assistant Secretary.
(3) The employer shall provide, upon request, all materials related to the employer's
training and education program pertaining to this standard to the Assistant Secretary and
the Director.
Recordkeeping [1910.95(m)(1)-(5)]

(1) Exposure measurements
The employer shall maintain an accurate record of all employee exposure measurements
required by paragraph (d) of this section.
(2) Audiometric tests
(i) The employer shall retain all employee audiometric test records obtained pursuant to
paragraph (g) of this section:
(ii) This record shall include:
(A) Name and job classification of the employee;
(B) Date of the audiogram;
(C) The examiner's name;
(D) Date of the last acoustic or exhaustive calibration of the audiometer; and
(E) Employee's most recent noise exposure assessment.
(F) The employer shall maintain accurate records of the measurements of the background
sound pressure levels in audiometric test rooms.
(3) Record retention 
The employer shall retain records required in this paragraph (m) for at least the following
periods.
(i) Noise exposure measurement records shall be retained for two years.
(ii) Audiometric test records shall be retained for the duration of the affected employee's
employment.
(4) Access to records 
All records required by this section shall be provided upon request to employees, former
employees, representatives designated by the individual employee, and the Assistant
Secretary. The provisions of 29 CFR 1910.1020 (a)-(e) and (g)-(i) apply to access to
records under this section.
(5) Transfer of records
If the employer ceases to do business, the employer shall transfer to the successor
employer all records required to be maintained by this section, and the successor
employer shall retain them for the remainder of the period prescribed in paragraph (m)(3)
of this section.
Appendices [1910.95(n)(1)-(2)]

(1) Appendices A, B, C, D, and E to this section are incorporated as part of this section
and the contents of these appendices are mandatory.
(2) Appendices F and G to this section are informational and are not intended to create
any additional obligations not otherwise imposed or to detract from any existing
obligations.
Exemptions [1910.95(o)]

Paragraphs (c) through (n) of this section shall not apply to employers engaged in oil and
gas well drilling and servicing operations.
[39 FR 23502, June 27, 1974, as amended at 46 FR 4161, Jan. 16, 1981; 46 FR 62845,
Dec. 29, 1981; 48 FR 9776, Mar. 8, 1983; 48 FR 29687, June 28, 1983; 54 FR 24333,
June 7, 1989; 61 FR 5507, Feb. 13, 1996; 61 FR 9227, March 7, 1996; 71 FR 16672, April
13, 2006; 73 FR 75584, Dec. 12, 2008]

The hearing conservation regulations (29 CFR 1910.95) require that employees be placed in a hearing conservation program if they are exposed to average noise levels of 85 dB or greater during an 8-hour workday. 
In order to determine if exposures are at or above this level, it may be necessary to measure or monitor the actual noise levels in the workplace and to estimate the noise exposure or “dose” received by employees during the workday. Factors which suggest that
noise exposures in the workplace may be at this level include employee complaints about the loudness of noise, indications that employees are losing their hearing, or noisy conditions which make normal conservation difficult.

FIGURE G-9  EQUIVALENT A-WEIGHTED SOUND LEVEL

Occupational Noise Exposure

TABLE G-16  PERMISSIBLE NOISE EXPOSURES (1)

Duration per day (hours) Sound level dBA slow response
8.........................................................90
6.........................................................92
4.........................................................95
3.........................................................97
2........................................................100

1-1/2.....................................................102
1........................................................105

1/2 ......................................................110
1/4  or less ................................................115

HEARING CONSERVATION

80 .................. 32
81 ............... 27.9
82 ............... 24.3
83 ............... 21.1
84 ............... 18.4
85 .................. 16
86 ............... 13.9
87 ............... 12.1
88 ............... 10.6

89 ................. 9.2
90 .................... 8
91 ................. 7.0
92 ................. 6.1
93 ................. 5.3
94 ................. 4.6
95 .................... 4
96 ................. 3.5
97 ................. 3.0

98 ................. 2.6
99 ................. 2.3
100 .................. 2
101 ............... 1.7
102 ............... 1.5
103 ............... 1.3
104 ............... 1.1
105 .................. 1
106 ............. 0.87

107 ............. 0.76
108 ............. 0.66
109 ............. 0.57
110 ............... 0.5
111 ............. 0.44
112 ............. 0.38
113 ............ 0.33
114 ............. 0.29
115 ............ 0.25

116 ............. 0.22
117 ............. 0.19
118 ............. 0.16
119 ............. 0.14
120 ........... 0.125
121 ............. 0.11
122 ........... 0.095
123 ........... 0.082
124 ........... 0.072

125 ........... 0.063
126 ........... 0.054
127 ........... 0.047
128 ........... 0.041
129 ........... 0.036
130 ........... 0.031

A-weighted sound level, L (decibel) Reference duration, T (hour)
L T L T L T L T L T L T

10 ......... 73.4
15 ......... 76.3
20 ......... 78.4
25 ......... 80.0
30 ......... 81.3
35 ......... 82.4
40 ......... 83.4
45 ......... 84.2
50 ......... 85.0
55 ......... 85.7
60 ......... 86.3
65 ......... 86.9
70 ......... 87.4
75 ......... 87.9

80 ......... 88.4
81 ......... 88.5
82 ......... 88.6
83 ......... 88.7
84 ......... 88.7
85 ......... 88.8
86 ......... 88.9
87 ......... 89.0
88 ......... 89.1
89 ......... 89.2
90 ......... 89.2
91 ......... 89.3
92 ......... 89.4
93 ......... 89.5

94 ......... 89.6
95 ......... 89.6
96 ......... 89.7
97 ......... 89.8
98 ......... 89.9
99 ......... 89.9
100 ....... 90.0
101 ....... 90.1
102 ....... 90.1
103 ....... 90.2
104 ....... 90.3
105 ....... 90.4
106 ....... 90.4
107 ....... 90.5

108 ....... 90.6
109 ....... 90.6
110 ....... 90.7
111 ........ 90.8
112 ....... 90.8
113 ....... 90.9
114 ....... 90.9
115 ....... 91.1
116 ....... 91.1
117 ....... 91.1
118 ....... 91.2
119 ....... 91.3
120 ....... 91.3
125 ....... 91.6

130 ....... 91.9
135 ....... 92.2
140 ....... 92.4
145 ....... 92.7
150 ....... 92.9
155 ....... 93.2
160 ....... 93.4
165 ....... 93.6
170 ....... 93.8
175 ....... 94.0
180 ....... 94.2
185 ....... 94.4
190 ....... 94.6
195 ....... 94.8

200 ....... 95.0
210 ....... 95.4
220 ....... 95.7
230 ....... 96.0
240 ....... 96.3
250 ....... 96.6
260 ....... 96.9
270 ....... 97.2
280 ....... 97.4
290 ....... 97.7
300 ....... 97.9
310 ....... 98.2
320 ....... 98.4
330 ....... 98.6

340 ....... 98.8
350 ....... 99.0
360 ....... 99.2
370 ....... 99.4
380 ....... 99.6
390 ....... 99.8
400 ..... 100.0
410 ..... 100.2
420 ..... 100.4
430 ..... 100.5
440 ..... 100.7
450 ..... 100.8
460 ..... 101.0
470 ..... 101.2

480 ..... 101.3
490 ..... 101.5
500 ..... 101.6
510 ..... 101.8
520 ..... 101.9
530 ..... 102.0
540 ..... 102.2
550 ..... 102.3
560 ..... 102.4
570 ..... 102.6
580 ..... 102.7
590 ..... 102.8
600 ..... 102.9
610 ..... 103.0

620 ..... 103.2
630 ..... 103.3
640 ..... 103.4
650 ..... 103.5
660 ..... 103.6
670 ..... 103.7
680 ..... 103.8
690 ..... 103.9
700 ..... 104.0
710 ..... 104.1
720 ..... 104.2
730 ..... 104.3
740 ..... 104.4
750 ..... 104.5

760 ..... 104.6
770 ..... 104.7
780 ..... 104.8
790 ..... 104.9
800 ..... 105.0
810 ..... 105.1
820 ..... 105.2
830 ..... 105.3
840 ..... 105.4
850 ..... 105.4
860 ..... 105.5
870 ..... 105.6
880 ..... 105.7
890 ..... 105.8

900 ..... 105.8
910 ..... 105.9
920 ..... 106.0
930 ..... 106.1
940 ..... 106.2
950 ..... 106.2
960 ..... 106.3
970 ..... 106.4
980 ..... 106.5
990 ..... 106.5
999 ..... 106.6

Dose or percent noise exposure (D) 8-hour time-weighted average (TWA)
D TWA D TWA D TWA D TWA D TWA D TWA D TWA D TWA D TWA D TWA D TWA

Octave-band center frequency (Hz) ............. 500....................1000 ...................2000 ...................4000 ...................8000
Sound pressure level (dB) ............................ 40.......................40 .......................47 .......................57 .......................62

TABLE G-16a TABLE A-1  CONVERSION FROM "PERCENT NOISE EXPOSURE" OR "DOSE" TO "8-HOUR TIME-WEIGHTED AVERAGE SOUND LEVEL" (TWA)

TABLE D-1  MAXIMUM ALLOWABLE
OCTAVE-BAND SOUND PRESSURE LEVELS FOR AUDIOMETRIC TEST ROOMS

TABLE E-1  REFERENCE THRESHOLD LEVELS FOR
TELEPHONICS - TDH-39 EARPHONES

Reference threshold level Sound level
Frequency, Hz for TDH-39 earphones, dB meter reading, dB

500 ............................ 11.5 ...............................81.5
1000 ............................ 7.0 ...............................77.0
2000 ............................ 9.0 ...............................79.0
3000 .......................... 10.0 ...............................80.0
4000 ............................ 9.5 ...............................79.5
6000 .......................... 15.5 ...............................85.5

TABLE E-2  REFERENCE THRESHOLD LEVELS FOR
TELEPHONICS - TDH-49 EARPHONES

Reference threshold level Sound level
Frequency, Hz for TDH-49 earphones, dB meter reading, dB

500 ............................ 13.5 ...............................83.5
1000 ............................ 7.5 ...............................77.5
2000 .......................... 11.0 ...............................81.0
3000 ............................ 9.5 ...............................79.5
4000 .......................... 10.5 ...............................80.5
6000 .......................... 13.5 ...............................83.5

The following appendices are mandatory.

Noise exposure computation [1910.95 App A]
I. Computation of Employee Noise Exposure
(1) Noise dose is computed using Table G-16a as follows:
(i) When the sound level, L, is constant over the entire work shift, the noise dose, D, in percent, is
given by: D=100 C/T where C is the total length of the work day, in hours, and T is the reference
duration corresponding to the measured sound level, L, as given in Table G-16a or by the formula
shown as a footnote to that table.
(ii) When the workshift noise exposure is composed of two or more periods of noise at different levels,
the total noise dose over the work day is given by:
D = 100 (C(1)/T(1) + C(2)/T(2) + ... + C(n)/T(n)), where C(n) indicates the total time of exposure at a
specific noise level, and T(n) indicates the reference duration for that level as given by Table
G-16a.
(2) The eight-hour time-weighted average sound level (TWA), in decibels, may be computed from the
dose, in percent, by means of the formula: TWA = 16.61 log(10) (D/100) + 90. For an eight-hour
workshift with the noise level constant over the entire shift, the TWA is equal to the measured sound
level.
(3) A table relating dose and TWA is given in Section II.
In Table G-16a below, the reference duration, T, is computed by T = 8/[2(L-90)/5] where L is the
measured A-weighted sound level.

II. Conversion Between "Dose" and "8-Hour Time-Weighted Average" Sound Level
Compliance with paragraphs (c)-(r) of this regulation is determined by the amount of exposure to
noise in the workplace. The amount of such exposure is usually measured with an audiodosimeter
which gives a readout in terms of "dose." In order to better understand the requirements of the
amendment, dosimeter readings can be converted to an "8-hour time-weighted average sound level."
(TWA).
In order to convert the reading of a dosimeter into TWA, see Table A-1, below. This table applies to
dosimeters that are set by the manufacturer to calculate dose or percent exposure according to the
relationships in Table G-16a. So, for example, a dose of 91 percent over an eight hour day results in
a TWA of 89.3 dB, and, a dose of 50 percent corresponds to a TWA of 85 dB.
If the dose as read on the dosimeter is less than or greater than the values found in Table A-1, the
TWA may be calculated by using the formula: TWA = 16.61 log(10) (D/100) + 90 where TWA=
8-hour time-weighted average sound level and D = accumulated dose in percent exposure.

Methods for estimating the adequacy of hearing protector attenuation
[1910.95 App B]
For employees who have experienced a significant threshold shift, hearing protector attenuation
must be sufficient to reduce employee exposure to a TWA of 85 dB. Employers must select one of
the following methods by which to estimate the adequacy of hearing protector attenuation.
The most convenient method is the Noise Reduction Rating (NRR) developed by the Environmental
Protection Agency (EPA). According to EPA regulation, the NRR must be shown on the hearing
protector package. The NRR is then related to an individual worker's noise environment in order to
assess the adequacy of the attenuation of a given hearing protector. This appendix describes four
methods of using the NRR to determine whether a particular hearing protector provides adequate
protection within a given exposure environment. Selection among the four procedures is dependent
upon the employer's noise measuring instruments.
Instead of using the NRR, employers may evaluate the adequacy of hearing protector attenuation by
using one of the three methods developed by the National Institute for Occupational Safety and
Health (NIOSH), which are described in the "List of Personal Hearing Protectors and Attenuation
Data," HEW Publication No. 76-120, 1975, pages 21-37. These methods are known as NIOSH
methods No. 1, No. 2 and No. 3. The NRR described below is a simplification of NIOSH method 
No. 2. The most complex method is NIOSH method No. 1, which is probably the most accurate
method since it uses the largest amount of spectral information from the individual employee's noise
environment. As in the case of the NRR method described below, if one of the NIOSH methods is
used, the selected method must be applied to an individual's noise environment to assess the
adequacy of the attenuation. Employers should be careful to take a sufficient number of
measurements in order to achieve a representative sample for each time segment.
NOTE: The employer must remember that calculated attenuation values reflect realistic values only
to the extent that the protectors are properly fitted and worn.
When using the NRR to assess hearing protector adequacy, one of the following methods must be
used:
(i) When using a dosimeter that is capable of C-weighted measurements:
(A) Obtain the employee's C-weighted dose for the entire workshift, and convert to TWA (see
appendix A, II).
(B) Subtract the NRR from the C-weighted TWA to obtain the estimated A-weighted TWA under the
ear protector.
(ii) When using a dosimeter that is not capable of C-weighted measurements, the following method
may be used:
(A) Convert the A-weighted dose to TWA (see appendix A).
(B) Subtract 7 dB from the NRR.
(C) Subtract the remainder from the A-weighted TWA to obtain the estimated A-weighted TWA under
the ear protector.

(iii) When using a sound level meter set to the A-weighting network:
(A) Obtain the employee's A-weighted TWA.
(B) Subtract 7 dB from the NRR, and subtract the remainder from the A-weighted TWA to obtain the
estimated A-weighted TWA under the ear protector.
(iv) When using a sound level meter set on the C-weighting network:
(A) Obtain a representative sample of the C-weighted sound levels in the employee's environment.
(B) Subtract the NRR from the C-weighted average sound level to obtain the estimated A-weighted
TWA under the ear protector.
(v) When using area monitoring procedures and a sound level meter set to the A-weighing network.
(A) Obtain a representative sound level for the area in question.
(B) Subtract 7 dB from the NRR and subtract the remainder from the A-weighted sound level for that
area.
(vi) When using area monitoring procedures and a sound level meter set to the C-weighting network:
(A) Obtain a representative sound level for the area in question.
(B) Subtract the NRR from the C-weighted sound level for that area.

Audiometric measuring instruments [1910.95 App C]
1. In the event that pulsed-tone audiometers are used, they shall have a tone on-time of at least 200
milliseconds.
2. Self-recording audiometers shall comply with the following requirements:
(A) The chart upon which the audiogram is traced shall have lines at positions corresponding to all
multiples of 10 dB hearing level within the intensity range spanned by the audiometer. The lines shall
be equally spaced and shall be separated by at least 1/4 inch. Additional increments are optional. The
audiogram pen tracings shall not exceed 2 dB in width.
(B) It shall be possible to set the stylus manually at the 10-dB increment lines for calibration purposes.
(C) The slewing rate for the audiometer attenuator shall not be more than 6 dB/sec except that an
initial slewing rate greater than 6 dB/sec is permitted at the beginning of each new test frequency,
but only until the second subject response.
(D) The audiometer shall remain at each required test frequency for 30 seconds (+ or - 3 seconds).
The audiogram shall be clearly marked at each change of frequency and the actual frequency change
of the audiometer shall not deviate from the frequency boundaries marked on the audiogram by more
than + or - 3 seconds.
(E) It must be possible at each test frequency to place a horizontal line segment parallel to the time
axis on the audiogram, such that the audiometric tracing crosses the line segment at least six times
at that test frequency. At each test frequency the threshold shall be the average of the midpoints of
the tracing excursions.

Audiometric test rooms [1910.95 App D]
Rooms used for audiometric testing shall not have background sound pressure levels exceeding
those in Table D-1 when measured by equipment conforming at least to the Type 2 requirements of
American National Standard Specification for Sound Level Meters, S1.4-1971 (R1976), and to the
Class II requirements of American National Standard Specification for Octave, Half-Octave, and
Third-Octave Band Filter Sets, S1.11-1971 (R1976).

Acoustic calibration of audiometers [1910.95 App E]
Audiometer calibration shall be checked acoustically, at least annually, according to the procedures
described in this appendix. The equipment necessary to perform these measurements is a sound
level meter, octave-band filter set, and a National Bureau of Standards 9A coupler. In making these
measurements, the accuracy of the calibrating equipment shall be sufficient to determine that the
audiometer is within the tolerances permitted by American Standard Specification for Audiometers,
S3.6-1969.
(1) "Sound Pressure Output Check"
A. Place the earphone coupler over the microphone of the sound level meter and place the earphone
on the coupler.
B. Set the audiometer's hearing threshold level (HTL) dial to 70 dB.
C. Measure the sound pressure level of the tones at each test frequency from 500 Hz through 6000
Hz for each earphone.
D. At each frequency the readout on the sound level meter should correspond to the levels in Table
E-1 or Table E-2, as appropriate, for the type of earphone, in the column entitled "sound level meter
reading."
(2) "Linearity Check"
A. With the earphone in place, set the frequency to 1000 Hz and the HTL dial on the audiometer to
70 dB.
B. Measure the sound levels in the coupler at each 10-dB decrement from 70 dB to 10 dB, noting the
sound level meter reading at each setting.
C. For each 10-dB decrement on the audiometer the sound level meter should indicate a
corresponding 10 dB decrease.
D. This measurement may be made electrically with a voltmeter connected to the earphone terminals.
(3) "Tolerances"
When any of the measured sound levels deviate from the levels in Table E-1 or Table E-2 by + or
- 3 dB at any test frequency between 500 and 3000 Hz, 4 dB at 4000 Hz, or 5 dB at 6000 Hz, an
exhaustive calibration is advised. An exhaustive calibration is required if the deviations are greater
than 15 dB or greater at any test frequency.
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CODE OF SAFE PRACTICESCODE OF SAFE PRACTICES
The rules on this poster are mandatory and are to be regarded as minimum standards. These rules are to be followed on all occasions. An employee who knowingly violates an established safety rule or practice will
be subject to disciplinary action similar to such action for violation of other operating rules and procedures. Each person in charge is to employ the same methods of enforcement of these rules as those used for any
other order or instruction.

INDIVIDUAL RESPONSIBILITIES
It is the duty of each employee to work
in a safe manner and to abide by the
rules and procedures set forth in this
poster.

No employee shall be required to
perform unsafe acts or to be exposed to
hazards in the course of his work.
Persons in charge of specific activities
shall not permit employees under their
charge to work under unsafe conditions
or to expose themselves to any
hazards.

It is the duty of each employee to call
the attention of supervisors to unsafe
acts or conditions where encountered,
and to report corrective action taken or
to request assistance and advice,
without fear of reprisal.

Persons in charge of specific operations
shall not permit employees under their
charge to operate equipment or perform
functions for which he is not fully
qualified and capable.

CONDUCT AT WORK
Horseplay, scuffling or practical joking is
dangerous, and is strictly forbidden.

Take time to warn any employees
working with you to any hazards of
which you are aware.

Observe and obey all warning signs.

Scaffolds must be stabilized, planked
and have proper railings and toe
boards.

In places where no other form of
protection from falling is available, a
safety belt and an approved hook or line
MUST be used.

The Company will not tolerate the use
of any intoxicants/or alcohol during
working hours or any employee being
on the job while under the influence of
intoxicants. This also includes
lunchtime, where any employee may
come back to work in a modified style.

GENERAL CLOTHING
Certain general clothing rules are
mandatory to prevent injury from known
and proven hazards, and in the event an
accident occurs, will minimize the injury.
On the other hand, the combination of
an accident and improper clothing will
increase the severity of the injury.Thus,
while not always mandatory, the
prudent employee should give serious
thought in the selection of work clothes
to the following factors:

1. Working without shirts is not
allowed, all shirts must have
sleeves.

2. Thin rayon or other synthetic
materials are highly flammable and
will readily ignite if exposed to flash
or flame.

3. Cuffed trousers catch and hold hot
or corrosive materials. Large cuffs
are a tripping hazard.

4. Thin, sponge type, or worn-through
soles invite puncture wounds from
nails, rocks and similar items.
Poorly fitted shoes or those in bad
condition are not only a hazard, but
often cause unnecessary fatigue.

5. Hard hats must be worn at all times.
6. Suitable and proper eye protection

shall be provided and used at all
times while cutting or welding, or
when required for specific contracts.

7. In construction work, low-cut shoes
and/or tennis shoes are undesirable.
High top shoes, with rubber soles,
properly laced, provide preferred
foot protection.

8. Any clothing which become soaked
with oil or paint is highly flammable,
and should not be worn during work
involving exposure to flames or
electrical flash.

9. Sharp pointed tools and materials
must not be carried in pockets of
clothing unless the point or cutting
edge is guarded.

SAFETY BELTS AND SAFETY
LANYARDS
When safety belts or lanyards are
required, use Company issued
equipment only.

HOUSEKEEPING
A major deterrent of accidents, fires and
damage is the clean, neat, and orderly
condition of each job. The maintaining
of these conditions
is called “Housekeeping.” Good
housekeeping is the responsibility of
each employee and is essential at all
times and in all locations.
1. The orderly storage of materials on

job sites is essential, with proper
passageways and access for
personnel and vehicles maintained
at all times.

2. All jobs shall be run in a neat and
orderly manner, with tools, parts,
equipment and materials neatly
stored out of the way of work or
traffic. Junk and refuse shall be
disposed of promptly.

HOISTING
1. Always keep clear of suspended or

swinging loads.
2. When unloading trucks, make sure

that the truck is as level as possible.
Do not load or unload materials by
wire.

3. See that there are no loose
materials or tools riding on the load
when it is hoisted.

4. When landing materials, do not
place your hands on top of loads,
which may nest and pinch your
fingers.

5. After landing loads, hold the
chokers by the ends until it is above
your head. Never allow a choker to
swing free.

6. Never hold a choker above the
cargo hooks when hoisting.

7. Land materials in such a way that
they will not fall over, or block
passageways. All materials should
be arranged for storage carefully
and securely.

8. Be constantly on the alert so as not
to be caught by the drift of the load.

9. Use a tag line to direct the load.

OXYGEN AND ACETYLENE
TORCHES
1. All oxygen and acetylene cylinders

must be transported, stored and
secured in an upright position.

2. Never interchange oxygen or
acetylene regulators, hose or other
burning apparatus. Make certain
that the hose is secure to the
connections, and that all fittings are
tight and equipment is in good
working order.

3. When not in use, oxygen and
acetylene cylinders are to be stored
at least 20 feet apart.

4. Before installing the required
regulator, wipe the valve to clear it
of any dust, dirt, grease or other
foreign material which may have
accumulated during shipment or
storage.

5. Use no oil, grease or any other
lubricant on burning apparatus.
Burning equipment does not require
lubrication. Oil or grease in the
presence of oxygen under pressure
will ignite violently.

6. Before starting to burn, look around
to make certain that flame, sparks
or hot metal will not be likely to start
a fire.

7. Always place the hose so that it will
not be trampled on, run over or
present a tripping hazard.

8. When burning, be sure that you will
not fall and that the piece burned
will not fall or swing where other
men are working.

9. Never permit the flame to come into
contact with any part of a cylinder or
hose.

10. Proper type safety glasses or
goggles to be worn at all times
when burning.

11. Every torch shall be accompanied
by a 10BC fire extinguisher and a
set of approved cutting goggles.

12. All torches shall have flashback
protection.

POST-TENSIONING EQUIPMENT
1. Do not attempt to use stressing

equipment before first receiving
proper instruction from your
foreman.

2. Never stand or allow anyone to
stand directly behind a jack that is
in operation.

3. When stressing cables, if strand or
wire break, or gripper fails to hold
the cable, stop the operation at
once and notify your foreman.

4. Inspect stressing equipment daily.

Check for leaks and worn parts. You
are responsible for the safe
conditions and proper upkeep.

EAR PROTECTION
1. Ear protector in the form of plugs or

ear defenders (cups) will be
provided in all situations requiring
their use.

HAND PROTECTION
1. Supplied and are necessary in all

situations.

EXCAVATIONS
1. An excavation permit shall be

obtained from appropriate agency
when necessary and a copy shall
be kept on the jobsite.

2. Underground Services Alert shall
be contacted and all utilities located
prior to excavating.

3. All excavations over five feet in
depth shall be shored or sloped
according to OSHA requirements.

4. All excavations to which the permit
applies shall be under supervision
by a designated “competent
person.”

5. Soil type shall be classified by the
designated “competent person” and
the proper protection system
utilized.

6. The competent person shall inspect
the excavation daily before each
shift and as necessary throughout
the day.

7. Hard hats shall be worn in the
excavation at all times.

8. A ladder or other means of egress
shall be located no more than 25
feet from all employees in the
excavation.

9. All alternate shoring or sloping
plans not covered by specific
regulations or any shoring or
sloping plan for an excavation
deeper than 20 feet shall be
designed and approved by a
registered professional engineer.

10. If work involves a live sewer line or
manhole or any other source of
flammable or toxic gases or any
possibility of oxygen deficiency,
tests shall be made and recorded
for these hazards before entering
the excavation. If a hazard is
discovered, suitable means shall be
used to mitigate the hazard as
required by OSHA Standard 1926
Subpart D and E.

11. Spoil shall be removed at least two
feet from the edge of the
excavation.

GENERAL SAFETY
1. Be alert for unsafe conditions or

work methods. Correct them if
possible or report them immediately
to your foreman or supervisor. Each
worker should provide any
suggestions concerning safety to
his or her foreman.

2. Wear authorized safety equipment
at all times.
a. Hardhat
b. Safety Shoes/Boots
c. Safety Glasses

3. Report every injury immediately.
4. Never consume drugs or alcohol on

premises. Anyone known to be
under the influence of intoxicating
liquor or drugs will not be allowed to
work.

5. Do not participate in horseplay and
practical jokes.

6. Read and observe accident
prevention instructions and safety
precautions applicable to your type
of work.

7. Practice good housekeeping by
keeping your workstations neat and
orderly. Deposit refuse in proper
containers. A clean place is a safe
place. Keep your assigned area
clean by adopting a “pick up as you
go” method of housekeeping.

8. All workers should familiarize
themselves with the location of First
Aid equipment.

9. Each employee is expected to be
responsible for his own safety and
at the same time to exercise care in
avoiding injury to his fellow workers
and others. Remember that safety
rules are for your own protection.
Your adherence to them is part of
your responsibility.

SLIPS AND FALLS
1. Wear strong safe shoes that are in

good repair.

2. Watch your step and be sure of
footing.

3. Tie or bend bundle wires to avoid
tripping and scratching.

4. If you must climb, use a ladder
safely set in the proper position.

5. Walk, don’t run.
6. Install cables, hose or extension

cords so that they don’t create
tripping hazards.

HANDLING MATERIALS
1. When lifting heavy objects, use

large muscles of legs instead of the
smaller muscles of the back. Do not
try to lift weights in excess of 50
pounds.

2. Remove or bend over protruding
wires.

3. Use gloves, aprons, or pads when
handling materials that are rough or
sharp.

4. Stack bars or bundles on a strong
level base. Use dunnage where
appropriate.

5. Pull, don’t push. Be sure you can
see where you are going when
moving a load.

6. When carrying long objects, keep
leading end above head height and
trailing end close to the ground.

POWER MACHINERY
(SHEARLINES, BENDERS,
CRANES)
1. Use machinery only when you know

how and have been authorized to
use it.

2. Do not use machines unless guards
are in place.

3. Follow the safety rules applicable to
the machine.

4. Do not wear loose clothing, loose
sleeves, ties, aprons, rings and
watches.

5. Turn off machine before attempting
to un-jam.

MOTORIZED EQUIPMENT
(FORKLIFTS AND TRUCKS)
1. Passengers are not to ride on units.

Only authorized drivers are allowed
to operate trucks and forklifts.

2. Don’t get on or off equipment while
it is in motion.

3. Repair or report any defective
equipment.

4. No equipment should be operated
in a fast or reckless manner.

5. Wear seat belts while operating
forklifts.

6. All forklift operators should have
current certification.

HAND TOOLS
1. All tools should be inspected

regularly and kept to safety
standards.

2. Cutting tools should be used at the
proper angle and kept sharp. Store
knives in scabbard and not in your
pocket.

3. The heads of striking tools such as
punches and chisels must be
dressed and squared.

4. Use the right tool for the job:
a. Screwdrivers should not be

used as a punch.
b. Files should not be used to pry.
c. Wrenches should not be used

as hammers.
5. Do not use files without handles.
6. Hold screwdrivers and wrenches so

that a slip or miss will not cause you
injury.

PORTABLE POWER TOOLS
1. Every electric power tool must be

grounded before use.
2. Check insulation on wires, condition

of plugs and sockets.
3. String extension wires so that they

won’t create a tripping hazard.
4. Don’t use power tools without

guards in place.
5. Before drilling into a floor, wall or

ceiling, be sure that gas and electric
lines are not in the way.

6. Don’t run over cords.
7. All extension cords should be

3-pronged/heavy duty.
8. All electrical generating source and

plugs shall be supplied with a (GFI)
Ground Fault Circuit Interrupter.

CHEMICALS
1. Know the hazardous properties of

all chemicals used.
2. Read warning labels and follow the

manufacturer’s instructions.
3. Know the first aid treatment for

chemical injuries.
4. Store chemicals in accordance with

manufacturer’s instructions.
5. Keep containers closed when not in

use and properly identified.
6. Inspect containers and pilings at

frequent regular intervals. Report
leaks immediately.

7. When in doubt read M.S.D.S.
sheets.

8. Know the locations of shower and
eye fountains when working with
caustic materials.

9. Use masks, goggles and gloves
when required.

FIRE PREVENTION
1. Good housekeeping is necessary.

Oily rags, shavings, trash, etc.
should be placed in the containers
provided.

2. Keep flammable liquid storage to a
minimum. Storage should be in
closed metal containers labeled
“flammable”.

3. Do not store flammable liquids close
to open flame, sparks, or other
sources of ignition.

4. Electric circuits should be protected
by correct capacity fuses or circuit
breakers. When fuses or circuit
breaker go out, do not put in service
until cause of overload is located
and corrected.

5. Replace any wiring having frayed
wires, excessive extensions, etc., or
report condition to your supervisor
or manager.

6. If using a welding or cutting torch,
don’t let sparks fall on combustibles.

7. Don’t smoke while working with
power machinery. Be sure discarded
cigarettes are out.

8. Check fire extinguishers on a
regular basis.

9. Know where fire extinguishers are
located and how to use them. Keep
extinguishers unobstructed and
filled at all times in accessible,
lighted locations.

10. Know what type of extinguisher to
use on flammable liquid fires.

11. Know how to turn on a fire alarm.

AIR ACTIVATED TOOLS
1. Using air compressors (before use)

a. Check all connectors wire or
clips in connectors.

b. Check valve to make sure it is in
off position.

c. Check hose for tears; remove all
tape and check for holes.

2. Attach tool to hose coupling
a. Coupling with wire or clip.

3. Start air compressor
a. After starting. . . .
b. Push air charge switch

4. In Emergencies:
Turn off Gate Valve
a. Hose breaks
b. Tool breaks
c. Coupling breaks
d. Notify supervisor and pull from

service

REBAR - IMPALEMENT
1. Employees working at grade or at

the same surface as exposed
protruding reinforcing steel or other
similar projections, shall be
protected against the hazards of
impalement by guarding the
exposed ends with protective
covers, troughs, or caps.

2. Protection shall be:
a. Approved fall protection system.
b. At grade level 4” x 4” metal

reinforced caps.
c. When working above, use

approved engineered trough as
seen in construction safety
orders Plate C-25 metal.

WORKING OVER OR NEAR
WATER
1. Personal Flotation Devices.

a. Employees are required to wear
U.S. Coast Guard approved
personal flotation devices that
will support an unconscious
person’s head above water.

2. When a guard rail and mid-rail, net,
safety belt are present and meets
standard, flotation devices may be
put aside.
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CONSCIOUS CHOKING
Cannot Cough, Speak, or Breathe

CPR No Breathing

� After checking the scene for safety, and the injured or ill person, have someone CALL 911.

� Ensure 911 has been called.

1 GIVE 5 BACK
BLOWS
x

2 GIVE 5 ABDOMINAL
THRUSTS
x

3 REPEAT STEPS
1 AND 2 UNTIL
THE:
� Object is forced out.

� Person can cough
forcefully or breathe.

� Person becomes
unconscious.

WHAT TO DO NEXT
� IF PERSON BECOMES UNCONSCIOUS–Carefully lower the person to the ground and begin CPR (if trained), starting

with compressions.
� Make sure 911 has been called.

WHAT TO DO NEXT
� When an AED BECOMES AVAILABLE, use it immediately.
� IF BREATHS DO NOT MAKE CHEST RISE–Retilt the head and give another rescue breath.
� If chest still does not rise, continue CPR but open mouth and look for and remove object with a finger, if seen, between

giving chest compressions and rescue breaths. Remove breathing barrier when giving chest compressions.

1 GIVE 30 CHEST
COMPRESSIONS
Push hard, push fast in the
middle of the chest, at least
100 compressions per minute.
� Push at least 2 inches

deep.

2 GIVE 2 RESCUE
BREATHS
Tilt the head back and lift the
chin up.
� Pinch the nose shut and

seal your mouth over the
person’s mouth.

3 DO NOT STOP
CPR UNLESS:
� You find an obvious

sign of life, such as
breathing.

� An AED is ready to use.

� Another trained
responder or EMS
personnel take over.

� You are too exhausted
to continue.

� The scene becomes
unsafe.

Blow in for about
1 second to
make chest
clearly rise. Give
rescue breaths,
one after the
other.

Call 911

Call 911

SPECIAL SAFETY TIPS

SAFE LIFTING PROCEDURES
SIZE UP THE LOAD

SECURE YOUR FOOTING

BEND YOUR KNEES

LIFT THE LOAD

CARRY THE LOAD

LOWER THE LOAD

MECHANICAL ASSISTED LIFTING
If the load is too heavy or awkward to
lift alone, and no one is available to
assist you, use a mechanical device
such as a hand truck, manual lift truck
or forklift to lift
the load.

PUSH DON’T PULL
You can move twice as much when
you PUSH. So remember, when you
are moving a load on a cart or hand
truck, PUSH DON’T PULL!

BUDDY LIFTING SAVES BACKS
Impatience will injure you. Get help
with awkward or bulky items. Lifting
together is easier and safer than lifting
alone.

AVOID UNSTABLE LOADS
Unstable loads will injure your back
and damage the load. Only carry as
much as you can handle.
Make sure you can
see the ground in
front of you when
carrying a load.

Size up the load. Never attempt to lift a
load that is heavier than your comfort
level. Do not lift alone if you estimate that
the load is too heavy, awkward, bulky or
will obscure your vision. Use proper
personal protection equipment.

Make sure you are wearing appropriate
rubber soled footwear. Align your body
with the load. Face the load straight on.
Assure your footing and balance by
placing one foot forward of the other.

Bend your knees and squat. Keep your
head up and back straight. Spread your
knees or lower one knee to get closer to
the object.

Push up with your legs to utilize your
strongest set of muscles. Tighten your
abdominal muscles as you rise.
Remember to breathe steadily when
lifting. Keep the load close to your body
as you come up.

Lift the object to the carrying position. If it
is necessary to change your direction
when in the upright position be careful
not to twist the body. Turn your body by
changing the position of your feet. Always
maintain steady breathing while handling
the load.

Bend your knees while lowering the load
to the floor from a waist-high carrying
position. Keep your back natural with the
load close to the body, lowering the load
with the arm and leg muscles.

PERSONAL PROTECTION EQUIPMENT (PPE)

BACK BRACE

GLOVES

HARD HAT

RUBBER SOLED FOOTWEAR

STEEL TOED BOOTS

OTHER:____________________

All equipment should be periodically checked for reliability. If
equipment shows any sign of wear and/or defects, immediately
report this to your supervisor.

STACK YOUR LOAD CAREFULLY
Stack heavy or large boxes on the
bottom of the load to avoid tipping
during transport.

STANDING ON STABLE SURFACES
Don’t stand on unstable chairs, stools
or ladders when lifting or moving
objects.

LIFTING ABOVE YOUR HEAD
Never lift an object past shoulder
height. Use a sturdy
stool, ladder,
or seek
mechanical
assistance.

ACCIDENT REPORT

If you have had an accident on the job, report it
immediately to your supervisor at:

1
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3 6
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HAZARDOUS MATERIALS 
QUICK REFERENCE GUIDE

SDS QUICK REFERENCE
Safety Data Sheets

Employee Right to Know Policy:

Safety Data Sheets inform you of the hazardous
materials in your workplace, their applications and
the personal protective equipment required in their
handling.

This company has SDSs on file for your review.
Always request an SDS from your supervisor before
using any hazardous substance.

Do not use hazardous substances for which you
have not received training. Remember to report all
spills or accidents immediately to your supervisor
and the safety supervisor.

EMERGENCY NUMBERS

DIAL 911 OR LOCAL
EMERGENCY NUMBER

SDS LOCATION:

POISON CENTER:

SAFETY SUPERVISOR:

S
P

E
C
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IC

 H
A

Z
A

R
D

HAZARDOUS MATERIAL WARNINGS

HAZARDOUS
MATERIAL 

LISTING

G
LO

V
E

S

HEALTH HAZARD

4 - Extreme
3 - Serious
2 - Moderate
1 - Slight
0 - Minimal

FIRE HAZARD 
FLASH POINTS

4 - Below 73˚F
3 - Below 100˚F
2 - Below 200˚F
1 - Above 200˚F
0 - Will not burn

SPECIFIC HAZARD

OXY Oxidizer
ACID Acid
ALK Alkali
COR Corrosive
W Use no water

Radiation hazard

REACTIVITY

4- May detonate
3- Shock and heat may

detonate
2- Violent chemical

change
1- Unstable if heated
0- Stable

UNDERSTANDING
CONTAINER LABELING 

HEALTH HAZARD

FIRE HAZARD

REACTIVITY

CHEMICAL NAME & NUMBER:
ACETONE  CAS #: 67-64-1

PROTECTIVE EQUIPMENT 

1
3

0
COR

1
3

0
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FIRE HAZARD IDENTIFICATION SYSTEM
EXAMPLE:

LABELING EXAMPLE:

REQUIRED 
PERSONAL PROTECTIVE

EQUIPMENT (PPE)
HAZARD 

WARNING
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3 STEPS FOR
SAFE CHEMICAL USE

Employees shall:

1. Refer to the Safety Data Sheet
(SDS) for proper chemical
handling guidelines.

2. Receive proper training before
using a chemical.

3. Wear all required Personal
Protective Equipment (PPE).
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Check your ladder to ensure the rungs are in good
condition and that it has no cracks or broken parts. If
the ladder is equipped with a spreader that locks the
ladder frame into position, make sure it is secured
before you begin to climb. Most importantly, check to
make sure the ladder is the correct height for the task
at hand––this will prevent you from reaching too far
forward or upward causing you to become off balance.

PREVENTING SLIPS, TRIPS, AND FALLS
The following safety information is intended to be used as a refresher for safety awareness and is not intended to be a substitute for job training or proper use of

equipment. Many injuries that result from falls can be avoided. The key is to be aware of the potential hazards and to avoid them whenever possible.

Trips and falls often occur while people are in
a hurry because they often take short cuts
and don’t pay attention to what they are
doing. We all have tried to jump across an
obstacle instead of walking “the long way
around” to our destination. These types of
acts are unsafe. Learn to slow down and walk
sure-footed by avoiding potentially hazardous
short-cuts.

Avoid injuries by paying attention to where you
are walking. Learning to recognize hazards
and avoid potential hazards saves time,
money and injury. As mentioned previously,
resist the temptation to take short-cuts
because short-cuts are usually comprised of
objects or routes not designed for foot traffic
and often consist of unstable, shaky or
slippery surfaces.

Slippery surfaces often don’t appear
dangerous until you happen to step on them,
and then it’s too late. Clean up grease, water
and other forms of spills as you notice them.
Cover icy and greasy spots with sand or dirt or
other types of absorbent material.

If you cannot avoid walking on slippery or wet
surfaces, practice walking safely across them.
Don’t try to run, jump or slide across these slick
surfaces. Instead, take slow, short steps with
your toes pointed slightly outward. For additional
balance, keep your hands at your sides (not in
your pockets) to support you if you begin to fall.
Remember that freshly polished floors can also
be very slick even though it doesn’t usually
appear hazardous.

If you work in an area that has slippery surfaces,
such as a milking shed or concrete nursery floor,
wear shoes that have slip-resistant soles. Ask
your supervisor about the correct shoe for your
job. Keep your shoes free from grease and oil.
On large walkways, use mats or rough grade
coverings to assist in minimizing falls.

Inadequate lighting can camouflage what is in
your way, so replace light fixtures or bulbs that
don’t work. When you enter a darkened room
always turn on the light first even if you stay only
for a moment. Keep walkways clear of
obstructions in areas that have poor lighting.

Stairs can be too steep or are not steep enough,
creating the potential for trips and falls. Because
it is very easy to lose your footing while climbing
stairs, walk up and down stairs slowly. Be
cautious of worn or broken steps, or insufficient
lighting that may make it difficult to see properly.
Never run up or down stairs and avoid skipping
steps. If you have to carry a load while climbing
stairs, carry the load so it doesn’t block your
vision and keep one hand free, if possible, to
hold onto the wall railing.

DON’T BE IN A HURRY

PAY ATTENTION TO YOUR STEP

MAINTAIN PROPER LIGHTING

EXERCISE STAIR SAFETY

USE NONSKID SHOESCLEAN UP SPILLS

PRACTICE WALKING SAFELY ON WET SURFACES INSPECT YOUR LADDER

Tips to Prevent
Slips, Trips, and Falls

Slips, trips, and falls constitute the majority of general industry accidents. They cause 15% of all accidental deaths, and are second only to motor vehicles
as a cause of fatalities. The OSHA standards for walking and working surfaces apply to all permanent places of employment, except where only domestic,
mining, or agricultural work is performed. The OSHA standards covering Walking/Working Surfaces in General Industry are 29 CFR 1910.21 through
1910.30.

88Tips to Prevent
Slips, Trips, and Falls
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Little Danger (Caution)
Freezing to Exposed Flesh within 1 Hour

Danger
Freezing to Exposed Flesh within 1 Minute

Extreme Danger
Freezing to Exposed Flesh within 30 Seconds

THE COLD EQUATION

HYPOTHERMIA -
(MEDICAL EMERGENCY)

FROST BITE

HOW TO PROTECT WORKERS . . .
• Recognize the environmental and workplace conditions that lead to potential cold-induced illnesses and injuries.
• Learn the signs and symptoms of cold-induced illnesses/injuries and what to do to help the worker.
• Train the workforce about cold-induced illnesses and injuries.
• Select proper clothing for cold, wet, and windy conditions. Layer clothing to adjust to changing environmental

temperatures. Wear a hat and gloves, in addition to underwear that will keep water away from the skin (polypropylene).
• Take frequent short breaks in warm dry shelters to allow the body to warm up.
• Perform work during the warmest part of the day.
• Avoid exhaustion or fatigue because energy is needed to keep muscles warm.
• Use the buddy system (work in pairs).
• Drink warm, sweet beverages (sugar water, sports-type drinks). Avoid drinks with caffeine (coffee, tea, or hot chocolate) or

alcohol.
• Eat warm, high-calorie foods like hot pasta dishes.

WORKERS ARE AT INCREASED RISK WHEN . . .
• They have predisposing health conditions such as cardiovascular disease, diabetes, and hypertension.
• They take certain medication (check with your doctor, nurse, or pharmacy and ask if any medicines you are taking affect

you while working in cold environments).
• They are in poor physical condition, have a poor diet, or are older.

LOW TEMPERATURE + WIND SPEED + WETNESS
= INJURIES & ILLNESS

When the body is unable to warm itself, serious cold-related illnesses and injuries may occur, and permanent tissue damage and
death may result. Hypothermia can occur when land temperatures are above freezing or water temperatures are below 98.6˚F/
37˚C. Cold-related illnesses can slowly overcome a person who has been chilled by low temperatures, brisk winds, or wet clothing.

What Happens To The Body:
NORMAL BODY TEMPERATURE (98.6˚F/ 37˚C) DROPS TO OR BELOW 95˚F (35˚C); FATIGUE OR DROWSINESS;
UNCONTROLLED SHIVERING; COOL BLUISH SKIN; SLURRED SPEECH; CLUMSY MOVEMENTS; IRRITABLE, IRRATIONAL
OR CONFUSED BEHAVIOR.

What Should Be Done: (land temperatures)
• Call for emergency help (i.e., Ambulance or Call 911).
• Move the person to a warm, dry area. Don’t leave the person alone. Remove any wet clothing and replace with warm, dry

clothing or wrap the person in blankets.
• Have the person drink warm, sweet drinks (sugar water or sports-type drinks) if they are alert. Avoid drinks with caffeine

(coffee, tea, or hot chocolate) or alcohol.
• Have the person move their arms and legs to create muscle heat. If they are unable to do this, place warm bottles or hot packs

in the arm pits, groin, neck, and head areas. DO NOT rub the person’s body or place them in warm water bath. This may stop
their heart.

What Should Be Done: (water temperatures)
• Call for emergency help (Ambulance or Call 911). Body heat is lost up to 25 times faster in water.
• DO NOT remove any clothing. Button, buckle, zip, and tighten any collars, cuffs, shoes, and hoods because the layer of trapped

water closest to the body provides a layer of insulation that slows the loss of heat. Keep the head out of the water and put on a
hat or hood.

• Get out of the water as quickly as possible or climb on anything floating. DO NOT attempt to swim unless a floating object or
another person can be reached because swimming or other physical activity uses the body’s heat and reduces survival time by
about 50 percent.

• If getting out of the water is not possible, wait quietly and conserve body heat by folding arms across the chest, keeping thighs
together, bending knees, and crossing ankles. If another person is in the water, huddle together with chests held closely.

What Happens To The Body:
FREEZING IN DEEP LAYERS OF SKIN AND TISSUE; PALE, WAXY-WHITE SKIN COLOR; SKIN BECOMES HARD and NUMB;
USUALLY AFFECTS THE FINGERS, HANDS, TOES, FEET, EARS, and NOSE.

What Should Be Done: (land temperatures)
• Move the person to a warm dry area. Don’t leave the person alone.
• Remove any wet or tight clothing that may cut off blood flow to the affected area.
• DO NOT rub the affected area, because rubbing causes damage to the skin and tissue.
• Gently place the affected area in a warm (105˚F) water bath and monitor the water temperature to slowly warm the tissue. Don’t

pour warm water directly on the affected area because it will warm the tissue too fast causing tissue damage. Warming takes
about 25-40 minutes.

• After the affected area has been warmed, it may become puffy and blister. The affected area may have a burning feeling or
numbness. When normal feeling, movement, and skin color have returned, the affected area should be dried and wrapped to
keep it warm. NOTE: If there is a chance the affected area may get cold again, do not warm the skin. If the skin is warmed and
then becomes cold again, it will cause severe tissue damage.

• Seek medical attention as soon as possible.

U.S. Department of Labor • Occupational Safety and Health Administration • OSHA 3156 • 1998

CCOOLLDD  SSTTRREESSSS
What To Look For & What To Avoid
CCOOLLDD  SSTTRREESSSS
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Extreme Danger
Danger
Extreme Caution
Caution

TemperatureRelative
Humidity
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HEAT  ILLNES S
PREVENTIVE AND PROTECTIVE MEASURES

HEAT  ILLNES S
THE HEAT EQUATION

HEAT RASH

HEAT STROKE -
A MEDICAL EMERGENCY

Heat Illness is caused by doing physical work when it is hot or humid. This makes your body temperature go up and you can overheat if you don’t take the
necessary steps to cool off. Employers must by law provide water, rest, shade and training to protect workers.

HIGH TEMPERATURE     HIGH HUMIDITY     PHYSICAL WORK

HEAT ILLNESS

Individuals working in hot environments, whether outdoors or indoors, are exposed to the
RISK OF HEAT-RELATED ILLNESSES.

When the body is unable to cool itself through sweating, serious heat illnesses may occur. This includes HEAT RASH, HEAT CRAMPS, HEAT EXHAUSTION
and HEAT STROKE. The most severe heat-induced illnesses are HEAT EXHAUSTION and HEAT STROKE. If left untreated, heat exhaustion could
progress to heat stroke and possible death.

What are the symptoms?

• Confusion

• Fainting

• Seizures

• Excessive sweating or red, hot,
dry skin 

• Very high body temperature

What should you do?
• Call 911. While waiting for help: 
• Place worker in a shady, cool area
• Loosen clothing, remove outer

clothing
• Fan air on worker; cold packs in

armpits
• Wet worker with cool water; apply

ice packs, cool compresses, or ice
if available

• Provide fluids (preferably water)
as soon as possible 

• Stay with worker until help arrives

What are the symptoms?

• Clusters of red bumps on skin 

• Often appears on neck, upper chest, folds of skin

What should you do?

• If possible, work in a cooler, less humid environment 

• Keep the affected area dry

HEAT CRAMPS

What are the symptoms?
• Muscle spasms
• Pain
• Usually in abdomen, arms, or legs

What should you do?
• Have worker rest in a shady, cool area 
• Worker should drink water or other cool beverages
• Wait a few hours before allowing worker to return to strenuous work
• Seek medical attention if cramps don't go away

HEAT EXHAUSTION

What are the symptoms?
• Cool, moist skin

• Heavy sweating

• Headache

• Nausea or vomiting

• Dizziness

• Light headedness

• Weakness

• Thirst

• Irritability

• Fast heart beat

What should you do?
• Have worker sit or lie down in a

cool, shady area

• Give worker plenty of water or
other cool beverages to drink

• Cool worker with cold
compresses/ice packs 

• Take to clinic or emergency room
for medical evaluation or
treatment if signs or symptoms
worsen or do not improve within
60 minutes.

• Do not return to work that day

EMPLOYERS AND SUPERVISORS
REQUIREMENTS

1. Must have an effective Heat Illness Prevention Plan. The Plan
must be in writing in English and in the language understood
by a majority of the workers.

2. Must train all employees, both supervisory and non-
supervisory, in the employer’s heat illness prevention
procedures before beginning work involving a risk of heat
illness, to new hires and refresher training, as needed.

3. Must supply enough drinking water to provide each worker up
to 4 cups per hour. The water must be fresh, pure, suitably cool
and provided free of charge.

4. Must ensure shade is present at all times when the
temperature exceeds 80°F, and available when the
temperature does not exceed 80°F. Shade must be sufficient to
accommodate all employees on recovery or rest periods, and
taking an onsite meal period. Shade must be open to the air,
ventilated or cooled, and located as close as practicable to
work areas.

5. May provide alternative access to shade when continuous
shade is not feasible. Except in the agriculture industry,
cooling measures in lieu of shade may be provided if they
effectively allow employees to cool.

6. Must encourage employees to take preventative cool-down
rest in the shade. An employee taking a cool-down rest must
be monitored and asked about any signs or symptoms of heat
illness. An employee experiencing heat illness symptoms
should return to work only when the signs or symptoms have
abated.

7. Must implement high-heat procedures when the temperature
is 95°F or greater. Employees must be observed for signs of
heat illness, and reminded to drink plenty of water. In
agriculture, workers must take a 10 minute preventative cool-
down rest period every 2 hours when the temperature is 95°F
or greater.

8. Must establish emergency response procedures including an
effective means for communicating with the workers and for
contacting and directing emergency services.

9. Must allow workers time to adapt to the heat, a process called
“acclimatization.” Supervisors must closely observe workers
during a heat wave, particularly new workers. 

10. Must provide appropriate first aid or emergency response if
an employee exhibits signs or symptoms of heat illness.

PROCEDURES FOR EMERGENCY ASSISTANCE

CALL 911 or:

POLICE: ____________________________________________________

AMBULANCE: _______________________________________________

PHYSICIAN: _________________________________________________

HOSPITAL: __________________________________________________

FIRE DEPARTMENT: _________________________________________

POISON CONTROL: __________________________________________

OSHA*: _____________________________________________________

*Note: Failure to report a serious injury or fatality within 8 hours
can result in a minimum civil penalty of $5,000.

SITE DIRECTIONS FOR EMERGENCY SERVICES

PHYSICAL ADDRESS: __________________________________________________

CROSS-STREETS: _____________________________________________________

DIRECT PHONE CONTACT NUMBER: ____________________________________

CELL PHONE AS ALTERNATIVE: ________________________________________

DIRECTIONS/SPECIAL INSTRUCTIONS:

_______________________________________________________________________

_______________________________________________________________________

_______________________________________________________________________

_______________________________________________________________________

_______________________________________________________________________

HIGH HEAT PROCEDURES

High heat procedures are now required for 5
industries when temperatures reach 95
degrees or above. The procedures include
observing employees, closely supervising new
employees and reminding all workers to drink
water. The industries that must ensure they
have high heat procedures in place include
Agriculture, Construction, Landscaping, Oil and
Gas Extraction, and Transportation or Delivery
of agricultural products, construction materials
or other heavy materials.

Recognize Common Symptoms:
• Learn the signs and symptoms of heat-induced

illnesses and how to respond.

Training:
• Train your workforce about heat-induced illnesses.
• Perform the heaviest work during the coolest part

of the day. To minimize heat stress, work rotation
may be implemented.

Acclimatization:
• Build up tolerance to the heat and the work

activity slowly. Allow 2 hours of work per day in
the heat for about 2 weeks.

Communication:
• Use the buddy system, with people working in

pairs. Watch for signs of heat exhaustion.

Preventive Measures:
• Drink small amounts of water often, a couple of

cones every 15 minutes.
• Wear light, loose fitting, light colored breathable

clothing such as cotton, and a hat.
• Take frequent, short breaks in cool, shaded areas

to allow the body to cool down.
• Avoid eating large meals before working in hot

environments.
• Avoid alcohol or beverages with caffeine. These

make the body lose water and increase the risk
for heat illnesses.

• Avoid salt tablets, physicians no longer
recommend this treatment.

• If you start feeling symptoms, stop what you are
doing immediately and take steps to cool down.
Tell a Supervisor.

WHAT FACTORS PUT
YOU AT INCREASED

RISK?

• Taking certain medications.
Check with your health-care
provider or pharmacist to
see if any medicines you are
taking affect you when
working in hot environments.

• Having a previous heat-
induced illness, age, &
intolerance to heat.

• Wearing personal protective
equipment such as a
respirator or protective suit.

HOW CAN YOU PROTECT YOURSELF AND YOUR COWORKERS?

Title 8, Chapter 4, Sec. 3395
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A e r i a l L i f t S a f e t y
In the Construction Industry accidents occur each year. The fatal injury rate for this industry is one of the highest. OSHA Standards, as prescribed in Standards CFR part 1926, apply to every
employment and place of employment of every employee engaged in construction work. Each employer shall protect the employment and places of employment of each of his/her employees
engaged in construction work by complying with the appropriate standards.

UTILITY SHUTOFF LOCATIONS
Learn “manual override” procedures

Electricity: __________________________________________________________________________

Water: _____________________________________________________________________________

Gas: ______________________________________________________________________________

Fire Extinguishers: ___________________________________________________________________

EMERGENCY NUMBERS

Fire: _______________________________________ Police: ________________________________

Ambulance: _________________________________ Water Company: ________________________

Gas Company: ______________________________ Electric Company: _______________________

Safety Coordinator: ___________________________

What is an Aerial Lift?

Aerial lifts include the following types of vehicle-mounted aerial devices used to elevate personnel to job-
sites above ground:

� Extensible boom platforms;
� Aerial ladders;
� Articulating boom platforms;
� Vertical towers; and a combination of any such devices.

Aerial equipment may be made of metal, wood, fiberglass reinforced plastic (FRP), or other material; may
be powered or manually operated; and are deemed to be aerial lifts whether or not they are capable of
rotating about a substantially vertical axis.

Boom-supported lifts pose a threat because of the risk of being struck by falling objects, electrocutions,
falls, collapses or tip overs. Additionally, workers can get caught between the bucket or guardrail and an
object.

What To Do Before Operating an Aerial Lift

• Only authorized persons shall operate an aerial lift.

• Check all systems, lift controls, and safety devices to ensure they are functioning properly and
there are no interferences.

• All electrical tests shall conform to the requirements of ANSI A92.2-1969 section 5.

• Before moving an aerial lift for travel, the boom(s) shall be inspected to see that it is properly
cradled and outriggers are in stowed position.

• Check tires and test brakes.

• Conduct a trial lift of an unoccupied personnel platform; after the trial lift an employer-designated
competent person must conduct a thorough visual inspection.

• Check that the aerial device is on a firm foundation away from hazards such as uneven ground,
drop offs, slopes in grade or other obstacles.

Safe Work Practices for Aerial Lift Use

• Ensure employees who operate aerial lifts are properly trained in the safe use of the equipment.
• All body parts must be kept inside the platform during raising, lowering, and positioning.
• Employees on working platforms must be protected by a fall arrest system. This system must be

thoroughly inspected before each use.
• Make sure a platform is secured to the structure where work is to be performed before entering or

exiting it, unless this would create an unsafe condition.
• Move the platform slowly and cautiously without sudden jerking.
• Do not exceed manufacturer load limits. Allow for the combined weight of the employee, tools and

all materials.
• All materials and tools must be secured and evenly distributed to balance the load.
• Utilize a guardrail system that is enclosed from the toe board to the mid-rail to ensure equipment

does not fall and injure others.
• Stay in view of, or in direct communication with the operator or signal person.

Aerial Lift Precautions:

Prevent falls

1.) Wear and use personal fall arrest equipment.

2.) Install and maintain perimeter protection.

3.) Do not lean over the bucket or platform, keep both feet on the floor.

4.) Cover and secure floor openings and label floor opening covers.

5.) Never move the equipment with workers in an elevated platform.

Prevent overhead, falling objects, and struck-by hazards

1.) Use warning signs or cones to mark the jobsite where an aerial lift is being used.

2.) Keep co-workers and unauthorized personnel clear from a raised platform.

3.) Do not allow workers to position themselves between overhead hazards, such as joists and beams,
and the rails of the bucket.

4.) Do not drop materials or debris from the lift platform.

What is an Aerial Lift?

Avoid jobsite accidents! Develop safe work habits before, during, and after all machinery operations.

Prevent electrocutions

1.) Locate and identify utilities before starting work.

2.) Look for overhead power lines when operating any equipment. Do not use a non-insulated aerial lift
near power lines.

3.) Always make sure the aerial lift in use is grounded.

4.) Maintain a minimum clearance of at least 10 feet, or 3 meters, away from the nearest overhead
lines.

5.) Always treat power lines, wires and other conductors as energized, even if they are down or appear
to be insulated.

6.) Do not operate portable electric tools unless they are grounded or double insulated.

7.) Use ground-fault circuit interrupters for protection.

Prevent tip overs

1.) Maintain and operate elevating work platforms in accordance with the manufacturer’s
specifications.

2.) Personnel platforms must not be loaded in excess of their rated load capacity or maximum
intended load as indicated on permanent markings.

3.) Minimize tipping caused by personnel movement on platforms by having an appropriate
suspension system.

4.) Do not lift or move an aerial device at an angle or with employees inside.

5.) Always position the aerial lift platform on flat, stable ground. Set the brakes, chock wheels, and use
outriggers if provided.

General Safety Guidelines

� Employers must develop and implement a written emergency plan that describes procedures
for their employees to follow during power and equipment failures or other emergencies.
Employers must also review with their employees those parts of the plan necessary to protect
workers in emergencies.

� Employers must have a competent person, one who can identify health and safety hazards and
who has the authority to correct them, train employees who operate powered platforms to do
the following:

a.) recognize and prevent safety hazards

b.) use personal fall arrest systems

c.) follow safe work procedures for operating, using, maintaining, and inspecting platforms

� Managers and workers should conduct initial and daily surveys at the worksite before beginning
any job.

� Employers shall instruct each worker to recognize and avoid unsafe conditions.
� Employers shall provide prompt medical attention in case of serious injury.
� All employees should have the appropriate safety gear; hard hats, footwear, eye and ear

protection.
� Mark construction areas with safety signs and warnings.
� Wear high-visibility clothing when near equipment/vehicles.

What To Do Before Operating an Aerial Lift

Safe Work Practices for Aerial Lift Use

Aerial Lift Precautions:

General Safety Guidelines
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OSHA SPECIALTY POSTERS

Get into
compliance
with OSHA

today!

OTHER TOPICS 
ARE AVAILABLE! 

If you can't find 
the topic you are 

looking for, please 
call and ask.

Cost $20.95 Each

1-74704	 1-75704 (Spanish) 1-74705	 1-75705 (Spanish)

1-74703	 1-75703 (Spanish)

1-74601	 1-75601 (Spanish) 
Meets OSHA 		
MandatoryTraining 
Requirement

1-74201	 1-75201 (Spanish)

1-74600	 1-75600 (Spanish) 1-74602	 1-75602 (Spanish)	
29CFR1910.1200

1-74200	 1-75200 (Spanish)

1-74615	 1-75615 (Spanish)

1-74619

1-74718	 1-75718 (Spanish)

1-74700	 1-75700 (Spanish) 
Federal Labor Law

1-74707	 1-75707 (Spanish) 
29CFR1910.157

1-74711	 1-75711 (Spanish)
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Keepsafe can help you with 
all of your imprinted safety 

promotional products needs.

Call today and let us know 
what you need. WE look 
forward to serving YOU!

PROMOTIONAL PRODUCTS
Visit our website www.ksafe.com

TOLL FREE: 1-888-300-7800
Pens

Badge Holders

Lanyards

Water Bottles

Travel Mugs & 
Tumblers

Shop our 
website... 
www.ksafe.com 
Choose from 
thousands 
of products.

Sports Bags & Totes

Lunch Bags & Totes
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